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INTRODUCTION 



In early 1980, the National Institute of Education directed the Appala- 
chia Educational Laboratory (AEL) to conduct a Needs Assessment in the seven 
states served by the Laboratory. The purpose of this assessment was to have 
the people of the region identify what they felt were the most important 
educational problems facing them today so future R&D work could be directed 
to meet those needs. 

As a result of this Needs Assessment process, AEL conducted research 
and development on lifelong learning. 

The Lifelong Learning Program (LLP) research was concerned with identi- 
fying those factors that facilitate and those that impede adults in entering 
into and successfully completing post secondary education programs. It was 
also concerned with helping postsecondary institutions make more effective 
use of resources and create more effective condition;^ for successful adult 
learning through development and validation of interventions designed to 
enhance the facilitating and moderate the effect of the impeding factors. 

Five educational development tasks form the research framework. These 
tasks are: (1) making a commitment to return to school, (2) managing 
learning, (3) developing occupational competency, (4) planning for employ- 
ment, and (5) becoming employed. Each task is sequential and involves the 
following R&D stages: context analysis^ problem investigation an<! speci- 
fication, intervention design, pilot test and revision, field test and 
product finaliration, and first level of dissemination in consortium insti- 
tutions, with dissemination to other institutions in the AEL Region and 
nationally as resources permit. 
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The potential impact of the LLP will .^ive adults more control over the 
planning and management of their learning, help institutional staff under- 
stand the learning process from an adult motivational point of view, and 
provide intervention products and processes as a direct means to implement 
changes. 

During the first phase of the LLP a research plan was developed, public 
postsecondary institutions in the AEL Region providing vocational and tech- 
nical training for adults were identified, reviewed, and surveyed with 
respect to the research problem. Seven schools were visited, two of which 
were selected as research sites. An in-depth study of each of the two 
research sites was made to develop background information and understanding 
of each of the institutions in which subsequent R&D activities were to be 
conducted. 

LLP research sites were: Ashland Community College, Ashland, Kentucky; 
and Southwest Virginia Community College, Richlands, Virginia. Five addi- 
tional sites were invited to form a consortium that served in a review and 
advisory capacity and provided the first level of dissemination. These sites 
were: Hocking Technical College, Nelsonville, Ohio; Parkersburg Community 
College, Parkersburg, West Virginia; Southern West Virginia Community College, 
Logan, West Virgiria; Washington Technical College, Marietta, Ohio; and 
Wytheville Community College, Wytheville, Virginia. 

Task #1 involved the study of adults as they formulate the commitment 
to return to school. This task begins yith, the initial consideration of 
returning to school, continues throughout the admissions process, and con- 
cludes with being accepted and starting classes. 
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The basic question that guided the research and development for task 
#1 was: 

What factors facilitate and what factors impede adults in 
making a conmiitment to return to school? 

The research focused on adults who completed, avd those who did not 
complete,' the admissions process at each of these research sites • The 
sample studied was selected from the total population of adults that met 
the following criteria: (1) 20 years of age or older j (2) interrupted 
educational experience, (3) no prior postsecondary, and (4) enrolled in at 
least two courses for five or more credit hours. The problem identification 
stage of R & D, focusing on the admissions process, was conducted at each 
research site to identify important areas to be included in the research. 
Also, instrument development and interviewer training for task #1 research 
was accomplished during this phase. 

Research on identifying critical factors affecting adults in making 
the commitment to return to school was completed during the 1982-83 school 
year and is reported in the Lifelong Learning Program Technical Report #1. 
This research involved a study of adults at the Ashland and Souv.hwest 
Virginia Community Colleges. 

Research findings identified 93 impeding factors and 101 facilitating 
factors that were grouped into six categories as shown in Table 1 on page 4. 
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Table 1 



Relationship of Categories of Facilitating and Impeding Factors 
Affecting Adults Making a Contmitment to Return to School 



Facilitating Factor Categories 



Impeding Factor Categories 



Employment related motivators 



Financial assistance and 
improvement 



Financial difficulties 



Institutional information, 
services, and offerings 



Lack of information and services 



Institutional characteristics 



Confusion/unfamiliarity with 
institutional processes 



Personal motivators 
Encouragement from others 



Apprehensions about self 

Handling multiple responsibilities 

Time management concerns 



Interventions for Changing Critical Factors 



The basic question that guided the research and development of inter- 
ventions for Educational Development Task #1 was: 

What intervention(s) can be developed and used to enhance 
those factors that facilitate and to moderate the influence 
of those factors that impede adults in making a commitment 
to return to school? 

This research question addresses the process of identifying, devel- 
oping, and validating interventions to enhance the effects of the facilita- 
ting factors and moderate the effects of the impeding factors on adults in 
formulating a commitment to return to school* This question was considered 
at the Intervention Planning Meeting (IPM) held in July 1983 with key 
representatives of the research sites, the program consultant, and AEL 
project staff. The purpose of this meeting was to review the research 
findings and to identify the most promising ways of assisting adults in 
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successfully completing task #K As e result of this meeting, a wide range 
of recommendations for interventions was made and special follow*-up meetings 
were scheduled at each research site. At these meetings: (1) the critical 
factor c were reviewed in order to base the final recommendations for inter- 
ventions on the findings for task #1; (2) each recommendation made at the 
IPM was discussed and evaluated; and (3) the recommendations that were most 
appropriate for each school were identified* The site meetings involved two 
rounds of discussion. This was to allow LLP staff an opportunity to "broker" 
the refinement of recommendations between both institutions to arrive at as 
many interventions as possible that could and would be used by both schools. 
The list of areas for the preparation of intervention resource materials 
agreed upon is as follows. 




The Adaissions Process: Adainistrative Handbook 



Admissions Management Information Tracking System 
Validation of Placement Tests 
Toll-Free Telephone Access Number 
Information Booth 

Reading Level Analysis of Admissions Documents 
Educational Planning Resource Center 

The Admissions Process: Staff Developaent Handbook 

Staff Training Packages ; 
Research Findings 

Ac^^^emic Advising and Counseling Staff 
Adult Commitment 

Educational Planning Resource Center 
Admissions Office and Support Staff 

The Admissions Process: Audiovisaal Information Development Guide 

Application Process 
Academic Advising Process 
Registration Process 

Educational Planning Course 




Instructor's Guide and Student Handbooks 



ERLC 
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The product design, pilot testingi and initial revision of these 
resource materials were completed and field tested in preparation for final 
revision and dissemination* Field test validation involved use of a post 
test evaluation design using qualitative methodology to assess the effects 
of the resource materials in producing positive changes in the critical 
factors. 

This handbook contains staff training packages identified above and 
described below. 



Staff Training Packages 

This handbook consists of five staff training packages — four of which 
constitute a series of four one-half day workshops for institutional staff — 
administrators, faculty, librarians, and student services staff. These 
training packages may be used independently, sequentially over an extended 
period of time, or all together for an intensive two-day staff deve'.opment 
program. The last training package is for admissions office and support 
staff and is designed for a whole day workshop and separate delivery. The 
titles and brief descriptions are as follows. 

• Research FindinKs . Introduces faculty and staff to LLP 
research, findings, and interventions. A key concept 
delivered is that of admissions being a learning process 
for adults that is essential to the formulation of 
commitment. 

• Academic Ady^ising^ and Cotinseling Staff . Focuses on role 
of advisors and counselors in facilitating adult formu- 
lation of commitment. 

• Adult Commitment . Helps faculty and student services 
staff develop understanding of nature of commitment 
characterizing success at the completion of task #1. 
It introduces and elaborates on the planning and deciding 
process as the mechanism for educational and vocational 
development. 

16 

' erIc 



7 



• Educational Planning Resource Center , Focuses on 
training faculty and staff on the use of the Educa- 
tional Planning Resource Center during the admissions 
process. 

• Admissions Office and Support Staff . Intended for 
individuals in the following staff positions: office 
supervisors, .receptionists, clerks, clerical staff, and 
nonstaff volunteers and students providing adults assis- 
tance during admissions. Designed to help sensitize 
support staff who have contact with adults during the 
admissions process to the interests, motivations, and 
apprehensions of adults during admissions. It focuses 
on helping staff understand and communicate with adults 
more effectively and establish positive and supportive 
relationships with adtlts at each step of the process. 

The staff training packages include a complete description of the 

training programs including objectives and procedures for planning and 

setting up sessions, ordering materials, duplication of handout materials 




(photoieady copy), and workshop evaluation forms. 



The recommended sequence for delivery of the four professional level 
training packages is as follows. It provides for a two-day intensive staff 
development program or the same sequence can be followed for delivery over 
a more extended period of time. 



Day 1 


a.m. 


Research Findings 


large group 




p.m. 


Academic Advising and Counseling Staff 


large group 


Day 2 


a.m. 


Adult Commitment 


small group 




a.m. 


Educational Planning Resource Center 


small group 




p.m. 


Adult Commitment 


small group 




p.m. 


Educational Planning Resource Center 


small group 


Validation data 


for these interventions can be found in 


the Lifelong 



Learning Program Technical Report #1. 
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This manual gives specific directions for conducting a training session 
for conmunity college and other post secondary personnel who work with adults 
returning to school. The workshop is part of the Lifelong Learning Program 
(LLP). 

This workshop focuses on the research conducte^l on Educational Devel*- 
opment Task #1 ''Adults Making the Commitment to Return to School." The 
major purpose is to give a conceptual framework for the overall process 
involved in an adult making a commitment to return to school, both from the 
student's and the institution's point of view. The session introduces the 
critical factors found to affect adults as they make a decision to return 
to school and gives the research basis for the resulting interventions. 
Appendix D contains a brief description of the 15 interventions developed. 

This three-*hour staff development program is designed to be delivered 
during the morning session of a complete day-long workshop. The training 
package "Academic Advising and Counseling Staff" is designed for the after- 
noon session. These two workshops constitute a one-day training session 
for academic advisors and counselors regarding research findings and their 
roles in working with adults during the admissions process. 
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Purpose and Objectives of Workshop 

The major purpose of this workshop is to increase participants' aware-- 
ness and understanding of the factors which affect adults during task #1 in 
formulating a commitment to return to school* Specific objectives are to: 

1. Strengthen participants' awareness and understanding of 
the returning adult student. 

2. Give participants an overview of the research process 
used by AEL in the task #1 study of adults making the 
commitment to return to school. 

3« Increase participants' understanding of the factors 

which impede adults in making the commitment to return, 
as indicated by research findings. 

4. Increase participants' understanding of factors which 
facilitate adults in making the commitment to return, 
as indicated by research findings. 

5. Enhance awareness of the complexity and varied effects 
of the facilitating and impeding factors found in the 
research and where these critical factors have the 
greatest impact during the admissions process. 

6. Build a general understanding of the role of the research 
findings in developing interventions. 

7. Introduce 15 interventions developed and validated to 
enhance the critical facilitating factors and moderate 
the affects of impeding factors. 



Selection of Workshop Leader 

In order to establish an objective and impartial atmosphere for 

considering the research findings and implications for local action, it is 

recommended that a consultant be hired to conduct this training session. 

This consultant should have competencies in the following areas. 

• Background in educational research including qualitative 
methodology. 
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• Familiar with postsecondary and adult education curriculum 
and learning theory. 

• Familiar with the admissions process including student 
services and academic advisement. 

• Effective communication skills in a workshop setting. 

It 18 further recommended that the leader deliver only thic training 
package in any one day and be given at least two days preparation time well 
enough in advance to be able to become familiar with the resources and to 
make specific arrangements for training !?iaterials. If two different 
training sessions are scheduled for the same day, it is recommended that a 
different leader deliver the second training package due to the amount of 
information to be coordinated and delivered. 



The basic assumption of this workshop is that staff members are compe*- 
tent to perform their educational responsibilities and can develop insight 
into the life problems of adults to help them accomplish the goal for task 
#1. An effective facilitator or group leader will help participants draw 
on their own knowledge and experience in helping adults develop such 
commitment. 

It is important for the leader to have a basic attitude of trust in 
each participant's worth as an individual and each person's potential to 
contribute to the workshop. The leader should function as a facilitator, 
not transform workshop activities into lectures or create the impression of 
being one who knows all the answers. The leader should be able to elaborate 
upon the workshop's outline with personal expertise and knowledge. 




Workshop Assumption 
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Each participant needs to be regarded as one who is responsible, has a 
vital role in helping adults , and can add valuable input to the group's 
activities. Each should be encouraged to engage in the workshop exercises 
through listening and sharing. Although part of the workshop necessitates 
lecture and giving information, group feedback and discussion should be 
encouraged whenever possible* 

While receiving ideas from others, participants can be actively 

involved in what is happening and provide their own input* The goal of the 

leader is to introduce and cover the workshop concepts in an enjoyable, 

interesting, and creative manner* 
• 

Instructions for Workshop Planning 
Total Hours of Workshop : Three * 
Size of Workshop Group 

A* This training package has been designed for large groups of 30-70 people* 
Participants include administrators, faculty, academic advisors, library 
staff, and student services staff* These groups can be accommodated by 
organizing the room in a classroom arrangement and, when appropriate, 
dividing into small groups of five or six people for discussion and 
sharing activities* 

Facilities and Materials Needed 

A* The training should be held in a comfortable room where participants 
can discuss informally and take part in small group activities without 
external distractions* 

B* Chairs should be arranged in classroom style to facilitate discussion 
and to provide easy viewing of transparencies projected and poster 
sheets hung in front* 

C* Teaching supplies and equipment needed: 

1* Overhead projector and screen* 

OT 
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2. Handouts (see Appendix 3 for photoready copiaa)* For each of the 
handouts, select a differT»'.t color if possible and record the color 
used for each handout in the appropriate sections of this trainir.g 
pac?.age. They include: 

a. Handout #1 - Workshop Ager la (color: ), 

b. Handout #2 - Listing of Critical Factor* Affecting Adults in 
Making a Commitment to Return to School, Organized by the Five 
Steps in the Admissions Model (color: )• 

cJ Handout ^3 - Institutional Procedures During the Admissions 
Process (color: )• 

d. Handout #4 - Influence of Factor Categories During the Admissions 
Process (color: ). 

e. Handout #5 - Interventions for Vocational Development Task #1 
(color: ). 

f. Handout #6 - Evaluation form (color: ). 

3. Newsprint or large paper for making lists. 

4. Felt tip markers for small groups (one per group). 

5. Masking tape. 

6. Pocket folders (9 2/3 x 11 1/2) to hold handout materials for each 
participant. The folder will fit a standard letter size ^ile making 
it possible for participants to refer to workshop information easily^ 
A file label with the title of the workshop can be placed along the 
front edge of the pocket folder to make easy reference possible. 

7. Transparencies (see Appendix C for photoready copies). They include: 

a. Transparency #1 - Educational Development Tasks. 

b. Transparency #2 - Workshop Objectivec. 

c. Transparency #3 - Adults Making the Commitment to Return to 
School. 

d. Transparency #4 - Participating Schools. 

e. Transparency #5 - Research Process: Context Analysis. 

f. Transparency #6 - Research Process: Problem Investigation. 

g. Transparency #7 - Research Process: Problem Specification. 



Preparation for Workshop Leader 

A. Review entire training package well in advance of planned delivery date. 

B. Review appendices and relationship of content to delivery of training. 

C. Hake arrangements for preparation of transparencies and duplication of 
handouts in sufficient quantity. 

D. Arrange for materials needed for training. 



Suggested Agenda for Workshop (based on a half day — three hours) 

!• Introduction of Training Session 

Time required: Fifteen minutes* 
Suggested time: 8:30 - 8:45 a.m. 

II. Your Perceptions of Adults Returning to School 

Time required: Fifty-five minutes. 
Suggested time: 8:45 - 9:40 a.m. 

III. The Research Process 

Time required: Twenty minutes. 
Suggested time: 9:40 - 10:00 a.m. 
Break: 10:00 - 10:15 a.m. 

ly. The Research Findings 

Time required: Twenty minutes. 
Suggested time: 10:15 *- 10:35 a.m. 

V. The Selection of Interventions 

Time required: Twenty-five minutes. 
Suggested time: 10:35 - 11:00 a.m. 

VI. Conclusion of Workshop 

Time required: Ten minutes. 
Suggested time: 11:00 - 11:10 a.m. 

VII. Evaluation of Workshop 

Time required: Twenty minutes. 
Suggested time: 11:10 - 11:30 a.m. 

Workshop Activities - Instructions for Leader 

I. INTRODUCTION OF TRAINING SESSION 

A. Time required: Fifteen minutes. 

B. Methods: 

1 . Introductions . 

2. Informal presentation of workshop. 
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C« Objectives: 

1. To introduce the major purposes of the workshop. 

2. To create a positive atmospiiere of interest, concern, and open 
communication — a comfortable setting for mutual adult learners. 

3. (Optional) To allow the leader and participants to be intro- 
duced to each other if they work at different sites. 

D. Materials needed: 

1. Handout #1 (color: ), Workshop Agenda (Appendix B). 

2. Transparency #1, Educational Development Tasks (Appendix C). 

3. Transparency #2, Workshop Objectives (Appendix C). 

4. Overhead projector and screen. 

E. Specific preparation: 

1. Review agenda for program overview. 

2. Study workshop objectives relative to workshop content. 

3. Review and organize your thixiking about LLP description. 

4. Prepare a list of participants, particularly if outsiders are 
expected to attend, for introduction and documentation purposes. 

F. Steps for conducting introduction: 

1. Introcuce yourself and give a brief overview of the workshop, 
its purpose, and any necessary arrangements made xror the 

session. Distribute Handout #1 (color: ), Workshop 

Agenda. 

2. Provide a brief description of the Lifelong Learning Program 
(refer to Appendix A for descripton). Use Transparency #1 in 
presenting the five educational development tasks. 

3. Present and emphasize the workshop objectives using Trans- 
parency #2. 

a. To gain a better understanding of adults going through 
the process of making a commitment to return to school. 

b. To gait a general understanding of the research process 
utilized by AEL. 
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c. To understand some of the critical factors that were 
found to facilitate and those found to impede adults in 
making the commitment to return to school. 

d. To learn where in the admissions process the factors 
appear to have the greatest impact on returning adults, 

e. To understand the relationship between the research 
findings and program intervention development. 

4. If different schools are represented, ask participants to 
introduce and identify themselves by descriptive or depart- 
ment division, specifically in relation to working with 
adult students. Ask each person to state one result he/she 
would like to have from the workshop. 

5. Summarize the group expectations and relate these to the 
purposes of the workshop. This will provide for a group 
concensus on the objective of the session. 



YOUR PERCEPTIONS OF ADULTS RETURNING TO SCHOOL 

A. Time required: Fifty-five minutes. 

B. Methods: 

1. Brief, informal lecture. 

2. Group discussion. 

C. Objectives: 

1. To build group rapport and understanding. 

2. To increase awareness of participants' ongoing contact with 
adult students. 

3. To increase participants' awareness of i^^aeir own attitudes 
and opinions as they relate to returning tidult students. 

D. Materiale needed: 

!• Newsprint or large paper (15-20 sheets). 

2. Felt tip markers. 

3. Masking tape. 

E. Specific preparation: 

1. Review and be able to elaborate on general ideas about adults 
who return to school (F 1). 
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2. Study activity F 2 and be able to lead a group of participants 
through each step* 

F. Steps for conducting lecture and discussion: 



1* Lecture: 



a. Use the following ideas to introduce topic ^'Your Percept- 
tions of Adults Returning to School." Be sure to allcw 
time for participant response and discussion as pari: of 
the exercise. You may want to elaborate in terms of your 
own experience and the experience of the institution where 
the workshop is being delivered. 

b. In recent years ^ more and more adults have been resuming 
their education to further develop their vocational skills. 
The recent economic climate has been an important factor 

in motivating both men and women to return to school. A 
typical postsecondary institution today serves a large 
number of students over the age of 21 who havj; varied 
educational and employment backgrounds. 

(1) What are these students like? 

(2) Are they like the traditional 18- and 19-year-old 
students? 



(3) Do they have the same needs and concerns as the 
younger students who have been the major focus in 
the past? 

(4) What about the skills and experieni-.es these adults 
bring with them? 

(5) What notivates and supports them in their decision 
to interrupt their current way of life to return to 
the classroom where they may have had leas than 
positive experiences? (Give time for participant 
response. ) 



2. Discussion: 



a. Ask participants to think about their own work Bettings. 
Approximately what percentage of the students with whom 
they work started postsecondary school 20 years of age or 
older? Encourage members to respond. What percentage 
are over age 35? Generate a discussion. 
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b. Divide participants into small groups of four or five. 
Ask them to think about what these adult students are 
like. Consider two questions: Concerns, apprehensions, 
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ability? and What motivates them to return to school? 
Ask each group to identify the characteristics they think 
best represent the adult student who is making a commit- 
ment tc return to school and write these characteristics 
on a piece of newsprint or paper provided. Allow 15 to 
20 minutes for small groups to generate responses. Each 
group should select a spokesperson who will write the 
responses and present the findings to the large group. 

c. Circulate among the groups as they complete the activity 
and provide direction when necessary. Encourage brain- 
storming and the sharing of ideas. 



d. Hang the completed lists at the front of the room and ask 
the spokesperson for each group to explain the character- 
istics identified by their group members. Engage all 
participants in a discussion of the findings. In leading 
the discussion, focus on the similarities and differences 
which emerged from the groups. Conclude by summarizing 
the ideas and results of this activity and describing a 
typical adult returning to school. 

e. Leave sheets hanging on the wall until end of workshop so 
you can refer to information when appropriate and use in 
workshop summary. Sheets can be collected later for 
analysis and evaluation reports. 



III. THE PESEARCH PROCESS 

A. Time required: Twenty minutes. 

B. Method: 

1. Lecture. 

C. Objectives: 

1. To increase awareness of the complexity and scope of the 
research conducted on adults making the commitment to return 
to school. 

2. To bring about a general awareness of the field research 
methodology used in the study. 

3. To increase awareness of the different sources from whom/ 
which information was collected. 

4. To bring about an understanding of the process used in 
analyzing the information collected. 
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Haterials needed: 

1. Transparency #3, Adults Making the Commitment to Return to 
School (Appendix C). 

2. Transparency #4, Participating Schools (Appendix C). 

3« Transparency #5, Research Process: Context Analysis (Appen- 
dix C). 

4« Transparency #6, Research Process: Problem Investigation 
(Appendix C). 

5. Transparency #7, Research Process: Problem Specification 
(Appendix C). 

6. Overhead projector and screen. 
Specific preparation: 

1. Review Appendix A and Steps F 1-15 to be able to describe the 
LLP research process — avoid discussion of research findings. 
These will be covered in next section. 

2. Become familiar with transparency content and be able to use 
transparencies to help emphasize key research concepts. 

Steps for conducting lecture: 

1. The research on adults making the commitment to return to 
school (task #1) was conducted by the Appalachia Educational 
Laboratory to identify those factors that facilitate and those 
factors that impede adults in completing task #1 (show Trans-* 
parency #3). This commitment process extends from one's 
initial consideration of returning to school to completing 
the admissions process and beginning classes. 

2. Using specific criteria, AEL staff selected two postsecondary 
insitutions to serve as research sites. These schools are 
Ashland Community College in Ashland, Kentucky, and Southwest 
Virginia Community College in Richlands, Virginia. An addi- 
tional five sites were selected to serve as a consortium 
group with the two research sites (show Transparency #4). 

3. AEL staff conducted the research in two phases (show Trans- 
parency #5). The first phase was in an informal period of 
observing the admissions process and talking with adminis^ 
trative staff, instructors, and students. This enabled the 
researchers to gain a general understanding of adults engaged 
in task #1 so that appropriate interview guides and fieldwork 
strategi.es could be developed for use in the more rormal 
research in the problem investigation phase. 
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4. Consultants were used to assist in the development of inter** 
view guides (show Transparency #6). Potential interviewers 
were screened, and two were selected at each research site. 
Interviewers were formally trained and were subsequently 
involved in pilot testing the interview guides. 

5. Xhe target group for interviewing consisted of all students 
who were 20 years of age or older; were enrolling for the first 
time; had freshman status; and had no previous post secondary 
education. A random sample of those enrolled students who 

met the above criteria, and who were enrolling in at least 
two classes for more than five credit hours, were selected. 
A random sample of those students who met the criteria and 
failed to complete the admissions process were also selected 
for interviewing. 

6. Interviews were conducted in person by a same-sex interviewer 
at each site and all interviews were audiotaped. Background 
information on each person interviewed was also obtained as well 
as a summary of each interview prepared by the interviewer. 

7. A total of 29 enrolled adults and 13 nonenrolled adults were 
successfully interviewed and their responses included in the 
findings. 

8. All interview tapes were transcribed verbatim. All responses 
to each question were then stumnarized and examined by the 
researchers. All factors indicated by the adults interviewed 
as having facilitated or impeded their making the decision to 
return to school were extracted from the transcripts for 
further analysis. A detailed description of the research 
procedures and findings can be found in AEL^s Lifelong 
Learning Program Technical Report #1. 

9. The interpretation of the research findings involved several 
groups (show Transparency #7). 

a. Advisory groups at both research sites. 

b. Key counseling and admissions staff at both sites. 

c. The consortium group for the Lifelong Learning Program. 

d. AEL Lifelong Learning Program staff. 

10. The interpretation of the findings involved basically three 
steps. 

a. Prioritizing the critical factors generated in the adult 
interviews. 
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b. Categorizing the factors. 

c. Collapsing the factors, 

11. The advisory group members and key counseling and admissions 
staff at each research site prioritized the impeding and 
facilitating factors found in the adult interviews. The 
factors were first prioritized based on their criticality, 
and then on their amenability to change through intervention. 

12. The consortium group was then convened and validated the 
factors 22 beins rcprsssntative o£ factors affeccing adults 
making the decision to return to school at the other five 
institutions. In addition, this group categorized the 
factors by sorting them into groups which they felt related 
to the same concept. 

13. A matrix was then developed showing how the consortium group 
members linked ^he factors together. Based on these intern- 
relationships, the factors were collapsed into six general 
impeding and six general facilitating categories. 

14. Thus, the original factors generated in the adult interviews 
remained unchanged, although they were ranked for their impor- 
tance in affecting adults* decisions to return to school and 
for their amenability to interventions. The factors 'jhich 
related to the same general concepts were grouped together. 

15. At this time ask for and respond to any questions partici*- 
pants might have about the research process. 

IV. THE RESEARCH FINDINGS 

A. Time required: Twenty minutes. 

B. Methods: 

1. Informal lecture and discussion. 

2. Group exercise and discussion. 

C. Objectives: 

1. To build an understanding of the factors which impede and 
those which facilitate adults involved in task #1. 

2. To increase understanding of the critical factors affecting 
adults in making the decision to return to school. 

3. To increase participants' ability to integrate aad apply the 
findings in terms of their impact on adults involved in task #1. 
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D« Materials needed: 

1. Handout #2 (color: ), Listing of Critical Factors 

Affecting Adults Making a Commitment to Return to School, 
Organized by the Five Steps in the Admissions Model (Appen- 
dix B). 

E« Specific preparation: 

1, Study Handout #2 and become familiar with facilitating and 
impeding factor categories and the specific factors* 

2. Caution: Do not distribute Handout #2 until step F 4. 

F* Suggested lecture and discussion: 

1« Refer to the list of characteristics of adults returning to 
school which the group developed earlier in the workshop. 
Ask the group to keep these characteristics in mind and 
compare them to the research findings which will now be 
presented. 

2. Ask participants, "What do you think is the most critical 
factor impeding adults in making the commitment to return to 
school?" Have participants share their perceptions. 

3. "what do you think is the most critical factor facilitating 
adults in making the commitment to return to school?" Again, 
have participants share their perceptions. 

4. Distribute Handout #2 (color: ), Listing of Criti-- 

cal Factors Affecting Adults in Making a Commitment to Return 
to School, Organized by the Five Steps in the Admissions 
Model. Point out the facilitating and impeding factors for 
each step of the admissions process. Explain that the factors 
are ranked from #1, the most critical factor, to #93, the 
least critical factor. Allow several minutes for participants 
to scan the handout and generate discussion of the factors. 

Allow for 15 minute break. Have some influential person 
round up participants to start again. 



V. THE SELECTION OF INTERVENTIONS 

A. Time required: Twenty-five minutes. 

B. Methods: 

1. Informal lecture. 

2. Group discussion. 
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Objectives: 

!• To bring about awareness of the relationship between the 
research conducted and the interventions developed* 

2. To help participants generate their own ideas of interven- 
tions based on the research findings* 

3. To introduce the interventions developed. 
Materials needed: 

1. Handout #3 (color: ), AEL Lifelong Learning Pro- 
gram: Institutional Procedures During Admissions Process, 
(Appendix B), 

2. Handout #4 (color: ), Influence of Factor Cate- 
gories During Admissions Process, (Appendix B). 

3» Handout #5 (color: ), Educational Development Task 

#1 Interventions, (Appendix B), 

4. Newsprint or large paper. 
5» Felt tip markers. 

6. Masking tape. 
Specific preparation: 

1. Study Handout #3 and be able to explain it to others. 

2. Study Handout #4. 

3. Study Handout #5. Refer to Appendix D for background infor- 
mation on each intervention to be able to elaborate upon the 
outline presented in this handout. 

Steps for conducting lecture: 

1. An often heard concern among educational researchers and 
evaluators is that the results of their studies aren't utilized. 
Millions of dollars are spent on research and evaluation each 
year; and yet the results too often end up in a report which 

is filed away or set aside on a bookshelf. 

2. The original intent of the Lifelong Learning Program, however, 
was to conduct research on adult educational development 
including adults making the commitment to return to school 
(task #1) and to use the findings of that research as a basis 
for developing interventions to assist adults in making their 
commitment . 
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3. The research process and findings have been presented, and 
you have participated in activities involving these findings. 
AEL used these findings as a foundation for conceptualizing 
interventions. 

4. Distribute Handout #3 (color: ), AEL Lifelong 

Learning Program: Institutional Procedures During Admissions 
Process. Explain that, as a prelude to intervention develop*- 
ment, AEL staff delineated five steps in the admissions process 
and established a relationship between the steps and critical 
factors. Distribute and briefly explain the five steps listed 

on Handout #4 (color: ). Influence of Factor Cate- 

jwries During Admissions Proce««? ?how bow these five steps 
that adults go through during the admissions process correlate 
with the five-step institutional procedures on Handout #3. 
Point out that the factor categories are the same ones pre- 
sented in Handout #2, with the critical factors listed for 
each. 

5. Discuss individual steps (Handouts t2 and #3) to show possi- 
bilities for adult learning at each stage of the admissions 
process. Ask for ideas to present for an adult learning for 
each step of the process. 

6. Focusing on one step of the admissions process at a time, 
encourage participants to brainstorm otLer types of interven- 
tions that could address the critical factors at that step. 
Encourage participants to share their ideas. 

7. Have someone list on a sheet of newsprint the interventions 
mentioned. At the end of the discussion, summarize the inter- 
ventions. 

8. Distribute Handout #5 (color: ), Educational Devel- 
opment Task #1 Interventions. Use the handout to briefly 
describe each of the 15 basic interventions. Refer to the 
descriptions of the interventions in Appendix D for background 
information. 

9. Compare the group's intervention ideas listed earlier with 
the interventions developed by AEL. Discuss similarities 
and differences. 



VI. CONCLUSION OF WORKSHOP 

A. Time required: Ten minutes. 

B. Method: 

1. Summary remarks. 
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C« Objectives: 

!• To give a sense of closure to the workshop activities • 

2. To provide for a transition into a workshop related to another 
one of the 15 interventions (to be held during the afternoon). 

D. Materials needed: none. 

B. Specific preparation: 

1* Be able to elaborate on the key concepts presented in the 
workshop and listed below in F 1-6. 

F. Steps for concluding workshop: 

1« Suoanarize or recap the major events, concepts, and content 
of what was learned during the three-hour session. 

2. Briefly re-'euphasize the research basis for the interventions 
developed. 

3. Emphasize that adult learning during the admissions process 
is the basis for making the commitment to return to school. 

4. Provide information regarding subsequent training sessions. 

5. Respond to any final questions or comments. 

6. Collect charts from wall and any group-recorded information 
that may be available for preparation of workshop summary as 
reported on issues covered and conclusions. 

VII. EVALUATION OF WORKSHOP 

A. Time required: Twenty minutes. 

B. Methods: 

1. Use of Evaluation Forms. 

2. Brief explanation of the rationale of the evaluation. 

C. Objectives: 

1. To provide a method for participants to evaluate the session 
in a substantive way. 

2. To develop information on whether p&.v*ticipants understood 
and accepted the research findings, its conceptual basis, 
and its plans for interventions. 
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3. To collect data on what participants feel are the basic 
issues to be addressed in making appropriate changes at their 
respective institutions* 

4. To collect whatever additional information participants would 
like to have regarding adults during the admissions process. 

D« Materials needed: 

!• Handout #6 (color: ), Evaluation Form (Appendix B), 

£• Specific preparation: 

li Study Evaluation Form snd be prepared tc anovcr questions if 
asked by individuals while completing form. 

F. Steps for conducting evaluation: 

1. Distribute Handout #6 (color: ), Evaluation Form, 

and ask participants to fill out both sides. 

2. Respond individually to questions participants may have 
regarding the evaluation questions. 

3. Allow adequate time for participants to fill out the forms. 
Have someone stand at each exit to collect an Evaluation Form 
from each person as he/she leaves. 
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Appendix A: 
Lifelong Learning Program Description 
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LIFELONG LEARNING PROGRAM DESCRIPTION 

Perspective (Theoretical Framevork) 

The educational development of adults was selected as the framework for 
the LLP research because although educational and vocational*-technical 
training programs differ in terms of content , the developmental sequence 
adults experience as a result of education and training is regarded as more 
uniform and consistent. This conceptualization makes it possible to conduct 
research at a limited number of institutions and to develop and test inter- 
ventions that will be potentially useful across a wider range of similar 
institutions and programs. 

In the LLP 9 adult development is defined in terms of Educational 
Development Tasks that describe the requirements adults must meet to be 
successful in entering and completing educational and vocational-technical 
training programs. These tasks are adults: (1) making a commitment to 
return to school, (2) managing learning, (3) developing occupational 
competence, (4) planning for employment, and (5) becoming employed. 

An educational development task involves integrating knowledge in terms 
of subject matter content to be learned, including specific skills, with 
appropriate attitudes and values to meet the institutional-occupational 
requirements for a specific educational or vocational training program. 
Growth occurs through mastery of the essential elements of each task and 
the learner's readiness to move beyond the current task to the next one. 
The titles for the educational development tasks for adults in postsecondary 
educational and vocational-technical training are expressed in terms of the 
••functions to be performed^^ by the learner • A description of Educational 
Development Task #1 is ae follows. 
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!• Making the commitment to return to school - covers the 
process of formulating the commitment to return to school 
and integrating and clarifying personal values in terms 
of knowledge about educational and vocational-technical 
opportunities for achieving career goals • The task 
starts at the point of initial consideration of formal 
preparation as a vehicle for self-development and 
continues throughout the admissions process up to the 
point of registering and starting classes. 

Success for each task is based upon satisfactory completion of 
preceding tasks and the ability to demonstrate the higher level competencies 
required by the current task. The sequence of additional tasks hypothesized 
for successful completion of postsecondary educational and vocational- 
technical training is as follows. 

2. Managing learning - involves managing personal respon- 
sibilities^ scheduling time, and organizing oc^elf to 
meet the learning requirements for the initial courses 
in his/her program of studies. 

3. Developing occupational competency - involves the major 
part of an adult's educational experience during which 
time he/she integrates the knowledge and skills being 
learned wiwh the values and attitudes associated with 
the area of work or occupational objective being sought. 

4. Planning for employment - involves accounting for all 
relevant factors including personal, family, and career 
through planning and managing the process essential to 
finding employment in an occupation related to his/her 
preparation and career goals. 

5. Becoming employed - involves employer contact and nego- 
tiation to achieve a mutually satisfying work agreement 
or to advance in one's present position based upon new 
qualifications and to make provision in such an agree- 
ment for opportunities to continue to learn and develop 
through work. 

Work on task #1 was initiated in September 1981 at two research sites: 
the Ashland '"'Tjmunity College, Ashland, Kentucky; and the Southwest Virginia 
Community College, Richlands, Virginia. Five additional schools, repre- 
senting three other states (Hocking and Washington Technical Institutes in 
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Ohio, Wytheville Community College in Virginia, and Parkersburg and Southern 
West Virginia Corauunity Colleges in West Virginia) were included to form a 
consortium group to serve in a review and advisory capacity and to be 
involved in a first level of intervention dif/Semination* 

R&D Hethodology 

The R&D process for each task typically involves the following 
stages: (1) problpin inveetigation; (2) intarventiou desigai (3) pilot test 
and revision; (4) field test and revision; (5) product finalization; and 
(6) dissemination to consortium schools, postsecondary institutions in the 
AEL Region, and nationally as resources permit* 

The problem investigation stage covers the following three phases: 
context analysis, problem identification, and problem specification* The 
context analysis for task *\ involved using case study methodology which 
focused on the analysis of institutional policy and procedures and formal 
interviews with admissions staff and adults* This included examination of 
the roles and responsibilities of administrators, student services staff, 
academic advisors, and admissions and clerical staff in terms of their work 
with adults during admissions* The st^dy also covered an indepth look at 
institutional requirements and procedures for admission and the information 
delivery systems associated with the admissions process* 

An example of a context analysis activity is the study of the reading 
level for admissions documents* This analysis was completed using the 
Minnesota Educational Coiaputing Consortium microcomputer software package 
"School Utilities, Volume 2*" This program allows up to ten randomly selected 
lOO'-word passages from each document to be analyzed and provides the reading 
level for each and a total reading lev.l for each of five reading tests* 
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The average reading levels of the documents considered are as follows* 

• The college catalogs for both research sites averaged a 
grade 17 reading level on the five tests. 

• The application packet for one site was rated grade 16. 5. 

• Program information brochures for one site ranged from 
grades 13-17 with a grade average reading level. 

• The admissions letters ^ent to prospective students for 
both research sites averaged grade 16. 

9 Xue student handbooks for both research sites averaged 
a grade 17 reading level. 

These findings corroborate other findings developed through interviews with 

adults and, when analyzed, suggest that uncertainty and dependence are 

fostered as a consequence of providing written admissions information with 

high reading levels. 

The problem identification phase for R&D stage 1 involved interviews 

with adults concerning their admissions experiences. Data collection 

instruments wu^e initially developed and pilot tested based on interviews 

with adults during the context analysis and then forrially used in the fall 

of 1983 with a sample of adults at both research sites who made it through 

the admissions process and registered for classes and with a sample who 

failed to complete the admissions process. This resulted in iden. fication 

of 101 facilitating factors and 93 impeding factors. These factors were 

grouped during the problem specification phase of R & D st^ige 1 into six 

categories as shown below that affect adults in formulating a commitment to 

return to school. 
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Relationship of Categories of Facilitating and Impeding Factors 
Affecting Adults Making a Commitment to Return to School 



Facilitating Factor Categories 



ljQ>edixig Factor Categories 



Employment related motivators 



Financial assistance and improvement 



Financial difficulties 



Institutional information^ services, 
and offerings 



Lack of information and services 



Institutional characteristics 



Confusion/unfamiliarity with insti- 
tutional processes 



Personal motivators 
Encouragement from others 



Apprehensions about self 

Handling multiple responsibilities 

Time management concerns 



These results contributed to specifying the Individual Procedures component 
of the Admissions Model shown in the lower portion that describe the 
learning content associated with adults developing the commitment to return 
to school. This refined conceptualization of the admissions process helped 
establish an alternative perspective for viewing admissions that helps to 
create greater balance between the institutional requirements for admissions 
and an individual's learning requirements for developing commitment. 

Conclusion 

The admissions process, when conceived as a learning process, can be e 
means for adults to transform more general interests in education and career 
enhancement into values and goals necessary in developing the commitment to 
return to school. Such a commitment, when comprehended and grounded in 
reliable information, can be stated in programmatic terms (i.e., an adult 
applying to a specific school, entering a specific program, and seeking 
specific outcomes). This involves personal transformation achieved through 
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the interactive clarifying of knowledge and value to establish goals and 
develop a plan, A personal plan, as such, integrates knowledge about self, 
and the institution and programs selected, with a concept of a more desir- 
able future to enable the learner to describe how he/she will be able to 
reach his/her goal. Learning, when viewed in this manner, illuminates the 
nature of commitment by structuring and energizing action in the present 
with reference to the future. 

This conclusion reduces to the following innovation principle: Insti* 
tutions should cultivate the capacity to help adults engage in self planned, 
directed, and initiated learning thr<3(ugliout all aspects of the adaissions 
process by providing information and services in a aanner that will facili- 
tate their developing a coHUtaent to return to school. 
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Appendix B: 
Workshop Handouts 

Colors Selected 

1: Workshop Agenda 

2: Listing of Critical Factors Affecting Adults Making 

a Coiamitment to Return to School, Organized by the 
Five Steps in the Admissions Model 

3: Institutional Procedures During Admissions Process 

4: Influence of Factor Categories During Admissions 

Process 

5: Educational Development Task #1 Interventions 

6. Evaluation Form 
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SCHOOL 
LEADER 
DATE 



WORKSHOP AGENDA 



!• Introduction of Training Session 

Time required: Fifteen minutes. 
Suggested time: 8:30 - 8:45 a.m. 



II. Your Perceptions of Adults Returning to School 

Time required: Fifty-five minutes. 
Suggested time: 8:45 - 9:40 a.m. 



III. The Research Process 

Time required: Twenty minutes. 
Suggested time: 9:40 - 10:00 a.m. 
Break: 10:00 - 10:15 a.m. 



IV. The Research Findings 

Time required: Twenty minutes. 
Suggested time: 10:15 - 10:35 a.m. 



V. The Selection of Interventions 

Time required: Twenty-five minutes. 
Suggested time: 10:35 - 11:00 a.m. 



VI. Conclusion of Workshop 

Time required: Ten miimtes. 
Suggested time: 11:00 - 11:10 a.m. 



VII. Evaluation of Workshop 

Time required: Twenty minutes. 
Suggested time: 11:10 - 11:30 a.m. 
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HANDOUT #2 



LISTING OF CRITICAL FACTORS AFFECTING ADULTS 
MAKING A COMMITMENT TO RETURN TO SCHOOL 
ORGANIZED BY THE FIVE STEPS OF THE ADMISSIONS MODEL 
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Isttlt«tloMl ImitUtl^at CMtactiag PrMf«ctiv« Atelt 8t«4Mt« 

- Contacting and Attracting Adulta (through atudtnta, foracr atudant*, 
•t«ff, Mdi«, ate.) 

IWlTldoal UltUtlvMt Iftt90«4iag to XaltUl XafoiMtloa Akoot LMimi»» 

- fttceiving Inforaation on School and Prograsf Off«r«d 

- K««ponding by Making Vrittan, Phon«, or P«r«on«l Inquiry 

- At«M«ing Ktlavanct of C«ncr«l Information 

- Gtnaral Faraonal Factors, Salf Concapt, Frior Laaming Exptriancc, 
Intaresta and Coala 

* Feraonal and Faaily CircuMtancaa 

- Encouragaaant from Othar Family • Frianda, Studcnta, Employar 

- Keferral by gducation or Coiamunity Agancy 



Facilitatlat Factors 

Financial •••iatanca and improvement 

24. Become financially independent 
57. Veteran'a benefits running out 
87. Kecei'Ving unemployment funda 

Inatitutional information, aarvicas, and opportunitiaa 
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78. 



Nevapaper ralaaaea about achool and offaringa 
Vocational rehabilitation sarvicaa 



Encouragement from o the re 

7. Imsediate family encouregemcnt 

28. Friende ettending or thet ettended echool 

34. KeleCivde ettending or thet ettended echool 

51. Incouiegement from etudente currently enrolled 

55. Bncountere with current or prior etudents 

56. Age of children 

Employment improvement 

11. Deaira fo«> better life 

12. lecome at;^loyed 

14. Deeire for future job security 

17. Cet e better job 

19. Bave e better future 

21. Currently leid off or unemployed 

25.^ Encouregemcnt from employer or vork ma tee 

30. Increeee income 

33. Find eetivfying employment 

38. Feet vork experience getting nowhere 

41. Fecilitete cereer chenge 

47. Enter a apecific occupetion 

57. Contribute to family euppovt 
59. Current job 

69. Deeire to be e profeeeionel 

82. Get off welfare 



Imped I mg Factors 

Appreheneion ebout uelf end laaming Ability 

2. Low eelf confidence 

7. Vork ecbcdule 

8. Self dottbte 

15. Being out of echool ao long 
25* Age 

32. Caving tfoac poorly In high achool 

40. Afreid of having forgotten so much 

44. Not being reedy to return to echool 
55. Difficulty concentreting 

74. Uzy 

Handling multiple reepoaeibilitiee 

16. Cering for family 

2^ . Having young children 

52. Keture of work reeponeibility 

64. Teking care of parent or eick children 

76. Having teenage children 

79. Having a child with leeming dieebility 

85. tecreetional intareete end ectivitiee 

Time manegem^nt 

45. Streee ftom vork 

Mot releted to 15 moet criticel fectore 

54. Dietence of home to echool 
81. Low energy 

86. Fhlebitie 

88. Back injury.,,,. ^ 

89. Gall bladder aurgery 
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Pereonel competence end better future 

15. ^ereonal improvement 

16. Pereonel determination 
23. Deeire to eucceed 

26. Own motivetion 

29. Further educetion 

37. Improve eelf* image 

44. Have aomething meeningful to do 

45. Doing eomething for eelf 
49. Cet e degree 

64. The "right time** to return 

68. Knowing whet e/he vente out of life 

70. Being more mature 

75. Foaitive ettitude towerd life 

83. Be eble to do eomething veil 

89. Curioeity 

95. Sat example for children 
Not related to 16 moat criticel fectore 

90. BCi^h achool counaeling eervicee 

91. Good comprehenelon 

94. Conunity mentel heelth couneeling eervicee 

100. Had many of the couraaa in high achool 
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tff #2 AUttiOM Frocta« 



Imstitvt local UltUtivstt Zaformiat ProarectiTc Adult 8to4cntt 

- Providini; Inforutlon 

- Providing Application M«teritlt 

• Xctponding to Qucttiont 

- Intcrvicvlng 

MlTidual laitiativvat Kzploriag Ptrsooal teltTttce of Optioot 

" Lcurnlng About Inttitutiont tnd Progruit (Locttion of tchool, Progrtat 
Offered, Adaittiont Sttff, Countelort, Costt, Fintncitl Aid, Trtntpor- 
tttion Optiont) 

• Exploring pertonal Rtlevtncc tnd Genertl laplictciont of Inforsation 
(Pertontl Gotlt, Faaily, Work, Hetlth, Pcrtontl Critit, Other Interettt 
tnd Rttpontibilitiet) 

- Cltrifying Optiont Xcgtrding Progrui Grtduttion Rcquircwentt 

• Exploring laplicttiont for Future (Pertontl Growth, Eaployacnt, Ctreer, 
IncDse, Sttndtrd of Livings Social Involvement) 



raclllUtlBS Factors 



lapedifift Factor a 



Fintncitl tttitttnce tnd iaprovenent 
87* Receiving unesployment fundt 



Apprehention tbout telf tnd letrning tbility 



Inttitutiontl information, tervicet, and opportunitiet 

22. Adaittiont tttff 
61* College ctttlog 



Inttitutiontl cbtrtcterittlct 



2. Low telf confidence 

3. Mot knowing vhtt to expect 
13. Doubt tbility to do cltttwork 

27. Afrtid to coapete with younger ttudentt 

31. Afrtid of not being accepted by younger ttudentt 

51. Being able to do hoaework 

63. Getting the brtin working tgtin 



86. Sise of tch6ol 

97. Attrtctivenett of building 



Confution/unfaailitrity with inttitutiontl procett 



Eaployacnt iaproveacnt 
92. Patt training 



33. Unfaailitr with buildingt, rooa, tttff, jnd proceduret 
92. Inititl greeting by faculty tnd tttff (l) 



Pertontl coapetence tnd better future 



Htndling multiple retpontibilitiet 
9. Spoute't oppotition or Itck of tupport 



65. Rebuild bttic tkille 

73. The chtllenge 

76. Intellectual ability 

80. Succett in^getting GED 

96. Ability to get tlong with people 



Lack of inforaation and tervicct 



41. Indifference of tttff 

62. Intufficient tupply of college cttalogt 

90. Pertontl one to one contact 



Mot 



related to x5 aott critical ftctort 



Mot reltted to 16 aott critical ftctort 



86* Good ttudy htbitt 



35. Trantpor tttion 




Step #3 M>l**loa« Froee** 



41 



lutltutlOMl UltUtlTtss IraluatUg Proapectlv* Adalt Students 

- Receiving Application Infonution (Application Fora, Tranacripta, 
Medical Inforsition, Teat Rcaulta, Interview Data) 

- Counaeling 

- Receiving Raqueata for Financial Aid 

MiviAial laitiatlTeas Decldlag to Afply for FrogrMi 

* Underatanding Program Rtquirettenta and Making Tentative Prograa 
Selection 

• Setting Peraooal and Career Coala 

• Providing Peraonal Information 

- Seeking Information 

- Seeking Counaeling 

* Underatanding Inatitutional Information 

- Planning Financea, Student I.oana, Financial Aide 



Facilitating Factors 

Financial aaaiatance and improvement 

1. Lover aid programa 

2. Lover education coata 

9. Financial aid counaeling aervicea 

36. Adequate persorial or family financea 

50. Employer financial aeaiatance 

58. Family financial aupport 

81. Diaplaced homemakar program 

85. Having a loan 

Inatitutional Information, aervicea, and opportunitiea 

3. School'a counaeling aervicea 

4. Programa offered 

13. Admiaalona Information 

18. Program information 

20. Information about achool and programa 

27. Itnovladga about achool and programs 

32. Inatructora 

39. Atmosphere of tchool 

42. Tranafer program to four year inatitution 
46. School'a reputation 

63. Tutoring aervicea 

66. Remedial/developmental couraaa 

71. Accreditation 

Inatitutional charecterietice 

5. Location of achool 

43. Availability of tranaportetion 

Employment improvement 

8. Improve Job knovledge or ekille 

10. Promotion or edvencement 

52. Opportunitiee for cereer exploretion 

53. Have aufficient income 

60. Intereet in eptciel field of vork 

72. Employment experiencee in field of interret 
77. Stert ovn bueineee 

84. Occupationel knovledge 

Pereonel competence end better future 

54. Vork on goel 

74. Opportunitiee for eociel involvement 
79. Intellectuel stimuletion 

Not relatjd to 16 moat critical factora 

93. More freedom then in high echool 

98. Pretty vomen 

99. Cod'e vin 

101. Had many of the ccuraca In high achool 



Zmpcdimg Factore 

Financiel difficultiee 

1. Flnencee 
11. Limited pereonel/family income 
59. Becoming unemployed end loeing income 

Appreheneion ebout eelf end learning ebility 

18. Being undecided ebout pereonel end program goala 

42. Getting back into the routine of echool 

47. Forgot hov to etudy 

53. Feeling of heving done poorly on edmieeiona teat 

57. Afraid of not being eccepted into deeired program 

66. Forcing eelf to leem egeln 

Confueion/unfemilierity with inetitutionel proceea 

3. Not knowing what to expect 

5. Not knoving vhere to go for help 

Tine menegement 

49. Time required to complete progrem on pert*time baala 

Lack of information and aervicte 

21. Lack of career plen 

29. Not heving telked to enyone 

39. Heving to teke cJmieeione exeminetiona 

90. Pereonel one to one contect 9L) 



4? 
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8t«p #4 Adaittiont Procctt 

Institutionat XaitUtivctt AteittUf Adult Stoarati 

- StUcting 

* Attignlng AJvitor 

- Advising 

- Orienting 

ladividMl XaltUtiTatt FiMlitUs Progrca 8*ltctlcm 

- Receiving Actdrjiic Advising 

- Understanding Latrning Rtquirevents 

- Developing • Schedule 

- Setting Learning Expectations 

- Setting Tiae Expectations 

- Planning Transportation 



• 



Pacilitatlig Pactora 

Institutf.onal inforvationi servicesi and opportunities 

6. Acadeaic advising 
62. Orientation progran 



Xa^cdiiit Factors 

Appr'ihension about self and learning ability 

18. Being undecided about personal and progrca goals 

22. Faar of not t>cing able to "kaap up" 

3A. Anxiety over being capable of doing tha vork 

57. Afraid of not being accepted into desired program 

67. Not being able to directly enter nursing progran 

Confusicn/unfaailiarity vith institutional process 
3. Not knowing vhat to expect 



5. 
19. 
33. 
36. 
46. 
64. 
92. 



Not knowing where to go for help 
Access tc inforaation on prograas 

Unfaoiliar with buildings, rooa, staff, and procedures 
Access to school steff for inforaation 
Program requireaents different then expected 
Pessiaisa projected in nursing oricntetion 
Initial greetiug by faculty and staff <L) 



Tiae aanegenent 

56. Being eble to coaplete prograa in 2 years 

Lack of inforaation and services 

23. Finding end ateting edvisors 

"^n. H,tK hsving counseling 
)i sufficient tiae for counseling 

'} %f.Jiffarance of staff 

M), Receiving conflicting inforaation froa edvisors 

65. Inappropriatanass of orientation prograas 

90, Parscnal one to one contact <L) 

Not related to 15 aost critical factors 

37. Hath skills 

56. English ccraposition 

71, Having additional classes reconended 

93. Taping skills 
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step #5 AdAl««loot Procctt 
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l&AtlttttlOMi laltUtivcti KccitttriAS Adult Stodcntt 

- Starting Kccords 

- Prtp«ring CUtt Rottcrt 

• Receiving Fundi 

- Amigning Retourcet* Staff* Roo* 

X»divl4iul XsltUtlv««i Co^IttlBg IttgistrAtloQ 

- iMplcMCnting Decision to Return 

• Completing Registration Process 

- Getting e Schedule 

- Paying Fees 

• Organizing Faiaily and Work Rasponsibility 

• Organizing Self Co Participate in Class 
** Organizing Self to Study 

• laplcMnting Transportation Plans 

• Purchasing Learning Materiala 



FacilitatiAg Factora 

Institutional infor«ation» services, and opportunitiea 

22. Admissions sntff 

31. Instructor assistance 

35. Regiatration process 

46. Extra htlp froat instructors 



I«pcdiaf Factora 

Financial difficulties 

1. Finances 
K. Not getting financial aid 
28. Tine rtquirad to secure financial aid 

Apprehension about self and learning ability 

60. Scared during registration 

68. Shock of going to school full tine 

70. "others seem to ^cnow what is going on'* 

73. Attitude and immaturity of younger students 

Confusion/unfamiliarlty with institutional process 



3. 

5. 
10. 
20. 
26. 
33. 
43. 



Not knowing vhat to expect 
Not knowing where to go for help 
Becoming confused during registration 
Getting the **run around** during registration 
Registraticn procass long and complicated 
Unfamiliar with buildings, room, staff, and procedurei: 
Access to counselr.cv >luring registration 



Handling multiple responsibilities 

4. Scheduling classes around personal respansibilitles 

6. Time to do everything 

7. Work scheowle 
12. Family conflict 

17. Finding/keeping a babysitter 

46. Finding adequate study time 

75. Doing housework chores 

83. Religious interests and activities 

85. Recreational Interesta and activities 

Time management 

6. Time to do everything 

7. Work schedule 

80. Finding a place to study 

Lack of information and services 

5. Not knowing whare to go for help 

10. Becoming confused during registration 

36. Insufficient time for counseling 

41. Indifference of staff 

61. Disinterest in prerequiaite courses 

Not related to 15 most critical factors by at least 

35. Transportation 

69. Parking at school #1 

82. Social interests and activities 

87. Walk up and down hill at school #2 
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HANDOUT #3 
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INSTITUTIONAL PROCEDURES DURING THE ADMISSIONS PROCESS 
(From AEL Lifelong Learning Program Admissions Model) 



Institutional Procedures 

Step 1 - Contacting Prospective Adult Students 

Contacting and Attracting Adults (Through Students, Former Students 
Staff, Media, etc.) 

Step 2 - Informing Prospective Adult Students 

Providing Information 
Providing Application Materials 
Responding to Questions 
Interviewing 

Step 3 - Evaluating Prospective Adult Students 

Receiving Application Information: Application Forms, Tr^inscripts, 

Medical-Information, Test Results, Interview Dr.ta 
Counseling 

deceiving Requests for Fii.ancial Aid 

Step_4 - Admittiiig Adult Student? 

Selecting 
Assigning Advis.or 
Advising 
Or ienting 

S tep 5 - Registering Adult Students 

Starting Records 
Preparing Claims Rosters 
Receiving Funds 

Assigning Resources, Staff, Room 
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Influence* of Factor Categories During Admissions Process 
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Steps in Admissions Process 



*Type of Influence: 

Facilitating Impeding 



Direct 
Moderate 
Slight 
None 




xxxx 

xxxx 



Employnent Motivation 






Y 






Employment Improvement 


xxxxx 




xxxxx 












Financial Assistance, Improvenent , or 
Difficulties 












Financially Able or Have Help 
Financial Difficulties 


xxxxx 




XXXXX 
00000 




xxxxx 

00000 






Institutional Information and Services 












Receiving Information/Services 
Lack of Information/Services 


xxxxx 


xxxxx 
00000 


xxxxx 

00000 


xxxxx 
00000 


xxxxx 
00000 


Instituticr'^l Characteristics and Processes 












Institutional Characteristics 
Institutional Processes 




xxxxx 

00000 


xxxxx 

00000 


00000 


00000 


Personal Motivators and Apprehensions 












Encouragement from Others 
Personal Competence and Better Future 
Apprehension About Self and Learning 
Ability 


xxxxx 

XXXXX 
00000 


00000 


XXXXX 
00000 


00000 


00000 


Personal Skills - Time Management and 
Handling Multiple Responsibilities 












Responsibilities 

Time Available | 


00000 








00000 
00000 










1 







ERIC 



51 



HANDOUT #5 



EDUCATIONAL DEVELOPMENT TASK #1 INTERVENTIONS 



The Ad9ii88i(r> ) Process: Adninistrative Handbook 

Admissions Management Information Tracking System 
Validation of Placement Tests 
Toll-Free Telephone Access Number 
Information Booth 

Reading Level Analysis of Admissions Documents 
Educational Planning Resou.cce Center 



The Adaissions Fr%»cess: Staff Developnent Handbook 

Staff Training Packages ; 
Research Findings 

Academic Advising and Counseling Staff 
Adult Commitment 

Educational Planning Resource Center 
' . ' Admissions Office and Support Staff 



The Admissions Process: Audiovisual Information Development Guide 

Application Process 
Academic Advising Process 
Registration Process 



Educational Planning Course 

Instructor's Guide and Student Handbooks 



Additional Ideas for Interventions: 



HAMDODT #6 

Name 
Title 
Division 
Department 
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INSTITUTION 



STAFF DEVELOPMENT WORKSHOP 
DATE 

Evaluation Form for Task #1 Intervention; 
Staff Training Package: Research Findings 



1. What are. .your general reactions to the research findings on the study 
of adults' during the admissions process? 



2. Do you accept the concept of admissions being a learning process for 
adults essential to their developing a commitment to return to school? 

Check one: Yes No 

Why or why not? 



3. Which of the interventions that were discussed do you feel hold the 
greatest promise in assisting adults in successfully completing 
task #1? 



-over- 
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4. What additional interventions would you like to see developed? 



5. What policy questions or issues do you feel need to be addressed by 
your school in assisting adults returning to school? 



Issue #1: 



Issue #2: 



Issue #3: 



6, In what ways will thece research findings affect your role as a staff 
member? 



7* V(hat additional information would you like to have with regard to adults 
during the admissions process? 
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Appendix 9: 
Workshop Tran8parenci88 
1: Sduc&tionnl Development Tasks 
2: Vorksbop Objectives 

3: Adults Making the Comoiitment to Return to School 

4: Participating Schools 

5: Research Process: Context Analysis 

6: Research Process: Problem Investigation 

7; Research Process: Problem Specification 
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• 


• 


• 


EDUCATIONAL DEVELOPMENT TASKS 


• 


Making a commitment to return to 
school 




w 


Managing learning 


TRANSPARENT 


• 


Developing occupational competence 


• 


Planning for employment 




• 


Becoming employed 

t 


Ln 
Ln 
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WORKSHOP OBJECTIVES 

# Educational Development Task 
Research process 

# Critical factors 

# Admissions process 
Program interventions 



• • • 



ADULTS MAKING A COMMITMENT TO RETURN TO SCHOOL 



# Initial consideration of returning to school 



• Continuation through admissions process 



• Concludes with being accepted and starting classes 
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TRANSPARENCY #4 



PARTICIPATING SCHOOLS 

Ashland Community College 
(Research Site) 

Hocking Technical College 

Parkersburg Community College 

Southern West Virginia Community College 

Southwest Virginia Community College 
(Research Site) 

Washington Technical College 
Wytheville Community College 



RESEARCH PROCESS 



CONTEXT ANALYSIS 



# Study of Institutionr. 



Study ofeAdmissioas Process 



Interview Admissions Staff and Adult Students 



CO 

5^ 



I*- 



# Develop Problem Statement 



:2 
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RESEARCH PROCESS 

PROBLEM INVESTIGATION 

• Instrument Development 

♦ Target Group Identification 

# Data Collection 

# Data Analysis 



RESEARCH PROCESS 

PROBLEM SPECIFICATION 

Groups involved in interpretation of findings 

# Advisory groups at both research sites 

• Key counseling and admissions staff at both sites I 



The Consortium Group 



AEL Lifelong Learning Program Staff 



•sJ 



ON 



Bo 
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Append 13? .D: 
Description .of Interventions 
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DESCRIPTION OF INTESVENTIONS 
The Admissions Process: Administrative Handbook 

The Administrative Handbook contains six interventions that involve 
management of information and services and direct contact with potential 
adult students* They are: 

• Admissions Management Information Tracking System. 

• Validation of Placement Tests. 

• Toll-Free Telephone Access Number. 

• Information Booth. 

• Reading Level Analysis of Admissions Documents. 
•'^'Educational Planning Resource Center. 

Admicsions Management Information Tracking System 

The Admissions Management Information Tracking System (ADMITS) 
addresses problems schools have in not knowing or being able to find out 
easily uho prospective students are or t:here they are in the admissions 
process. ADMITS provides information that enables institutions to take the 
initiative in following-up and providing assistance to adults at critical 
steps during the admissions process. The ADMITS program has been developed 
to run on major microcomputer hardware like the IBM PC using dBase II 
software . 

The objective of the ADMITS program is to set up a comprehensive 
admissions data management system to: 

• Increase institutional effectiveness in responding to 
prospective adult student inquiries regarding educational 
offerings and requirements. 
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• Facilitate adult learniug with regard to developing a 
commitment to return to school by making the admissions 
process a positive learning experience for adults, with 
particular reference to enhancing Facilitating Category B 
factors and moderating the effects of Impeding Category F 
factors involving institutional information and services. 

c Provide admissions and counseling staff with timely infor- 
mation relative to the concerns and progress of individual 
adults at each stage of the admissions process. 

• Provide follow-up capability for the institution to contact 
students who have been admitted and attended school but who 
have missed one or more terms and have not reached their 
stated goals. 

• Increase staff capability of providing relevant information 
and encouragement to prospective adult students. 

The ADMITS system is designed to accommodate the following. 

• Operation of admissions cleric<al staff in both entering 
data and generating reports ou a daily or as-needed basis. 

• Recording identifying information on individual students. 

• Recording the progress of individuals at ecch stage of the 
admissions process including the date of each ^iransaction. 

• Use of descriptors or codes to record various types of 
activities and the range of adult responses to each stage 
of the admissions process. 

• Providing online (CRT) and har»' copy reports on the progress 
of individuals and groups including: individual summary 
reports, group status reports at each step of tha admissions 
process; and individualized letters to prospective students 
with mailing information at key points where institutional 
initiative is appropriate. 

The database and programmed software allows admissions staff to generate 

rxiports at any time to answer the following types of questions. 

• How many prospective students are in the admissions process? 

• How many prospective students are at each stage of the 
admissions process? 

- inquired and received application materials, 

- submitted application. 
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- have completed application file, 

- applied for financial aid, 

- received financial aid, 

- applied under veteran's status, 

- applied under special conditions or for special programs 
(i.e., JTPA, etc.) 

- admitted, 

- applied by major, 

- assigned aa advisor, and 

- are registered. 

• What are the names and addresses of prospective students to 
receive application materials? 

• Who (name, address, phone) has received application materials 
and has not responded for x days or weeks? 

• Who (name, address, phone) has an incomplete application 
file? What items are missing? 

• Who has a complete application file and has not had a career 
planning interview? 

• Who has been admitted and has not had academic advising? 

• Who has been admitted and has not registered? 

• List applicants by major and academic advisor. 

The ADMITS manual of instructions will include: (1) description and 
overview of the manual; (2) description of dBase II and ADMITS files; (3) 
instructions for ii^stallation of program and files; (4) operation instruc- 
tions; and (5) special section or appendices on report generation, letter 
and file merging, form(s) styling and set-up, and how to conduct files for 
specific needs. 



Validation of Placement Tests 

This intervention consists of guidelines and procedures for developing 
local norms for use in academic advising and placing adult students during 
admissions, course planning, and registration. The guidelines are to be used 
for validation of locally developed and standardized testing instruments 
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against the criterion performance prerequisites for success in various levels 
of mathematics courses. Procedures and guidelines have been included for 
development of interpretation materials for use with adult students. 
The objectivec for this intervention are: 

• The product is to provide academic advising and counseling 
staff with information on the rationale and procedures for 
developing local norms (validity) for t£;sts used in the 
placement of adults in appropriate level math courses. The 
procedures are to include means for validating test items, 
subscores, and total scores in predicting success or failure 
ia various levels of mathematics. These procedures will also 
be applicable to validating tests for other subjects such as 
English. 

• The product is to provide staff with recommendations and 
guidelines for the development and use of interpretation 
materials to assist adults in assessing and underrtanding 
their academic strengths and weaknesses and in using such 
understanding in taking responsibility for choices made in 
course planning and selection. 

Toll-Free Telephone Access Number 

The toll-free telephone access number intervention consists of a 
descriptive document presenting the rationale, procedures, and forms used 
to set up and operate the toll-free telephone activity. The telephone 
number has been included as part of the information used in a variety of 
recruitment a':tivities to enable adults to make easy contact with the 
school 9 talk directly to admissions personnel, and request additional 
written information on the school, programs offered, and admissions. 

The objectives of this intervention are to: 

• Provide propnective adult students with a convenient xeans 
of responding to recruitment initiatives and to ask ques- 
tions about attending school and talk with institutional 
representatives about personal concerns and interests. 
Eliminate need for adults to call or write to school or 
make trips to establish initial contact with the institution. 



72 



75 



• Establish conditions that will enable adults to engage in 
learning associated with admissions through personalized 
contact and follow-up. 

• Increase tha efficiency of a variety of recruitment "activ- 
ities by making it easier for adults to begin the second 
step of the admissions process. 

• Enhance facilitating factors related to first step of 
admissions process involving encouragement from others, 
personal competence and better future, employment 
improvement, and moderate impeding factors related to 
apprehensions about self and learning ability through 
immediate access to institutional staff. 



Information Booth 

This intervention is an information booth providing services to adult 
students. Manned by work study students, general information is dissemi- 
nated concerning programs offered, admissions procedures, forms, registra- 
'^on, etc.;. referral is made to the proper institutional staff if more 
specific information and assistance are needed. In addition, a roster of 
all prospectix s students is kept for subsequent follow-up. 

It has been designed to address three basic problems: (1) overload on 
admissions office staff during admissions, (2) adults not having an opportu- 
nity to interact and ask questions when getting information, and (3) adults 
becoming confused in new surroundings and discouraged easily, particularly 
if they aro not able to find out what they want or locate the people they 
need to talk with. 

The objectives of this intervention are to* 

• Provide general information to adults concerning programs 
offered, admissions procedures, forms, etc. 

• Refer adults to the proper institutional staff for more y 
specific information and assistance, if necessary. 
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• Reduce the need for admissions office personnel to provide 
this type of service during critical periods, such as 
registration, 

• Develop a roster of all prospective students that includes 
their addresses, phone numbers, and a list of materials/ 
information provided. This roster will be used for subse- 
quent follow-up on all students served. 

• Provide an informal atmosphere where adults feel at ease 
when they request information. 

The final product is a guide providing information for setting up, 

staffing, and operating an information booth. 

Reading Level Analysis of Admissions Documents 

This intervention addresses the problems adults had with using and 
understanding written informational resources during the admissions process. 
The product is a handbook that provides the rationale and guidelines for con- 
ducting reading level analyses. The objectives of this intervention are to: 

• Provide an operational approach to determining the reading 
level of key admissions documents and materials. 

• Generate appropriate reports possessing the reading level 
Oi these materials. 

• Develop criteria and guidelines for making recommendations 
for revising documents. 

Reading level analyses were done using an Apple II microcomputer (48K) 
with the Minnesota Educational Computing Consortium software "School Utili- 
ties, Volume 2." The program performs the analyses and provides results on 
five reading level tests and a summary of the reading level factors for v^.ach 
passage of a document entered plus a summary analysis for the total document. 
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Educational Plannlne Resourc e Center 

An Educational Planning Resource Center (EPRC) is a library or student 
services renter designed to provide adults with an opportunity for career and 
edac^tional exploration as part of personal planning during the admissions 
process. 

The primary motivation for adults in returning to school was ep;;^loyment 
betterment. However, many adults were unable to articulate their plans or 
goals for employment in terms of educational opportunities available. 

The structure and organization plans .for installing an Educational 
Planning Resource Center were provided to Ashland Community College where 
they have installed it and it is currently operating. It has been used to 
support the Educational Planning Course. 

This intervention is a descriptive document for educational managers to 
install, operate, and update the system. In addition. It contains instruc- 
tions on how to provide adults information and assistance in conducting 
career exploration activities with particular reference to selection of 
courses and majors. 

The Admissions Process: Staff Development Handbook 

Staff training packages for the next four interventions coasist of a 
series of four one-half day workshops for institutional staff — administrators, 
faculty, librarians, and t .udent services staff. A fifth training package 
is a one-day workshop for admissions office and support staff who work with 
or are in contact with new students. 

The four training packages for professional staff may be used indepen- 
dently, sequentially over an extended period of time, or all together f">r 
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an intensive two-day staff development program. The titles and brief 

descriptions are as follows., 

• Research Findings . This intervention introduces faculty 
and staff to LLP research, findings, and interventions. 
A key concept delivered is that of admissions being a 
learning process for adults that is essential to the 
formulation of commitment. 



• Academic Advising and Counseling Staff . Focuses on role 
of advisors and counselors in facilitating adult formu- 
lation of commitment. 

• Adult Commitment . Helps faculty and student services staff 
develop understanding of nature of commitment characterizing 
success at the completioc of task fl* It introduces and 
elaborates on the planning and deciding process as the 
mechanism for educational and vocational development. 

• Educational Planning Resource Center . Focuses on faculty 
and staff training on the use of. the educational planning 
resources during the admissions process. 

The recommended sequence for use of the four professional staff 

training packages for a two-day intensive staff developoment program is as 

follows. 



Day 1 


a^m. 


Research Findings 


large 


group 




p.m. 


Academic Advising and Counseling Staff 


large 


group 


Day 2 


a.m. 


Adult Commitment 


small 


group 




a.m. 


Educational Planning Resource Center 


small 


group 




p.m. 


Adult Commitment 


small 


group 




p.m. 


Educational Planning Resource Center 


small 


group 



Research Findings 

This intervention is designed to provide school staff including admin- 
istrators, supervisors, faculty, and student services staff with an intro- 
duction to the LLP research on Educational Development Tas', ii^l "Adults 
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Making a Commitment to Return to School." The research design, findings, 
and interpretations using the five-step admissions model are covered and the 
15 interventions are reviewed as an example oJ a programmatic change process. 
The training session is one-half day or three hours and can be delivered to 
large groups). 

Academic Advising and <]ounseling Staff 

This intervention is designed to provide academic advisors and student 
development staff with the opportunity to examine their respective roles in 
helping adults during the admissions process. In addition, the workshop 
experience allows for clarification of the role relationships between 
counselors and advisors. Primary focus is on the concept of adult learning 
during the admissions process as the basis for developing the commitment to 
return to school. Participants identify their own learning style and 
examine ways to communicate more effectively with adults. 

This training package has been developed to be delivered following the 
training package "Research Findings" or may be used independently. It 
covers a one-half day (three hours) peviod and may be delivered to large or 
small groups. 

Adult Co'jimitment 

Thir training package focuses on the concept of success for task #1. 
It defines and elaborates on the concept of success and the psychological 
growth mechanisms essential to implementing the basic principle of lifelong 
learning involving self directed, planned, and initiated learning. 

The training packagt Is designed for use as the third or fourth in a 
series of four training packages for professional staf?. Smaller groups 
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'are recommended for this workshop session. Faculty can be divided into two 
groups for each of the a«m« and p*m« sessions and one-half of the staff 
participate in this workshop with the other half of the staff in the session 
on the Educational Planning Resource Center* 

Educational Planning Resource Center 

This intervention has been designed for faculty, student development 
staff, and librarians as an effective means for using career information 
resources « These resources include educat:ipnal and occupational information 
useful in promoting adult learning during the admissions process. Staff 
training focuses on the use of these resources by counselors to facilitate 
adult learning through career exploration leading to the choice of a program 
or major and by academic advisors to promote occupational exploration as a 
means of helping adults clarify desired outcomes of their major. This 
intervention deals with the utilization of the Educational Planning 
Resource Center (EPRC) by faculty and members in working with adults during 
the admissions :process« 

The EPRC training package is for use either independently or as the 
third or fourth in the series of four training packages for professional 
staff. Smaller groups for this workshop are recommended. Professional 
staff can be divided into two groups so that the two training packages can 
be delivered in concurrent sessions in both the a.m. and p.m. of the second 
day of training. 

Admissions Office and Support Staff 

This training package for admissions office and support staff is 
designed to help sensitize support staff, whc have contact with adultc 
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during the admissions process, to the interests, motivations, and apprehen- 
sions of adults during admissions. It focuses on helping staff understand 
and communicate with adults more effectively and establish positive and 
supportive relationships with adults at each step of the process. 

The training package is intended for individuals in the following 
staff populations: 

• Supervisors* 

• Receptionists. 

• Clerks* 

• Clerical stnff* 

• Nonstaff volunteers and students providing adults 
assistance during admissions. 

The Admissions Process: Audiovisual Information Development Guide 

The sound slide information interventions are targeted toward adults 
in steps 2-5 of the admissions process. These programs provide prospective 
students with an overview of the application process, academic advising 
process, and the registration process. The content of each program defines 
and explains the important aspects of each step and introduces students to 
the physical characteristics of the institution, written information 
resources, and the process involved in completing each step of admissions. 
Visual and auditory information supplements and helps place the written 
iitformation usually used into perspective. 

The sound slide programs can be used with prospective students indivi- 
dually or in small groups during admissions. The product consists the 
following. 
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• Validated guidelines and proceduri-s for the preparation of 
sound slide programs for use with adults at the beginning 

of the application process after being acc^ted and assigned 
an advisor and prior to their firet experience in registering 
for classes. 

These interventions provide institutional staff with: 

• A complete and accurate overview of important information 
about the application process to adults using an attractive 
and interesting mode of delivery. 

• A flexible and reliable means of orienting prospective 
adult students that can be operated and maintained by 
clerical staff. 

• A relevant framework for subsequent discussions to elaborate 
upon and/or explore the personal relevance of the application 
process for individual adults. 

• An instructional mode that does not rely heavily upon 
written materials to facilitate learning during the admis- 
sions process. 

Application Process ' ^ * 

The objective of this sound slide program is to provide an information 
delivery system to help prospective adult students: 

• Understand the application .ocess including the reason 
information is required (and how it is to be used in making 
admissions and placement decisions). 

• Understand the role of testing in the application process 
and how test results can be helpful in education and 
career planning. 

• Know to whom and where to go for help by showing visuals 
of the locations, facilities! and staff members available 
to ariylst them. 

• Follow through to complete all necessary av all helpful 
steps related to making application to al^.ad school. 

• Utilize all relevant information resources for educa- 
tional and career exploration and planning. 

• Utilize student development courses available for coun- 
seling and exploring options for financial aid. 



80 



83 

Academic Advising Process 

The objective of this sound slide program is to provide an information 
delivery system to help prospective adult students, 

• Understand basic terms and information regarding institu- 
tional and program requirements including program offering??* 
course sequence and prerequisites, academic standards, et' 

#, Understand the role of the academic advisors and how one's 
advisor can help in planning and scheduling courses, 

• Understand the various institutional services available for 
educational and career planning and special assistance such 
as tutoring, developmental courses , orientation cci^rses and 
programs, counseling, etc. 

Registration Process 

The objective of this sound slide program is to provide an information 
delivery system to help prospective adult students: 

• Understand the individual and institutional purposes for 
registration. 

• Evaluate the different options for registering such as 
preregistration, regular registration, and late regis- 
tration. . , 

• Understand the registration process in terms of the steps 
to be followed and records to be developed. 

Educational Planning Course 

The Educational Planning Course focuses on the problems adults 
stressed during research on task #1 that involve not having a career plan, 
not knowing what they want to do, low solf-conf idence and apprehensions in * 
building self-confidence, exploring their ability to do well in an educa- 
tional settingV'and organize their thinking and ideas related to educational 
and career planning. The target group for the course is adults in the 
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community who are prospective college stud>ints and, in particular, those 
who are in the first three steps of the admissions process. 

Instructor's Guide and Student Handbooks 

The course consists of an Instructor's Guide and three Student Handbooks 
(curriculum modules). It has been designed to be taught in a location where 
AEL Career Information System materials are available and where participants 
will have access to career and occupational information resources*. The 
course covers approximately 20 hours 'of instruction and individualized 
learning. It can also be delivered in secondary schools, libraries, and 
other community settings where career information resources are available. 

Basic course materials have been adapted f^- the JiMucational Planning 
Course from the AEL Adult Career Decision-Making Program which has been 
^used extensively with adults. 
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STAFF TRAINING PACKAGE: ACADEMIC ADVISING AND COUNSELING STAFF 

Introduction 

This manual describes a training intervention for faculty and coun- 
selors who work with adult students during the college admissions process. 
The overall purpose of the training is to develop the concept of college 
admissions as a learning process for adults in developing a commit^:8nt to 
return to school and to provide academic advisors and st>.v3nt development 
or services staff with an opportunity to examine and develop their respec- 
tive roles to implement the adult learning concept. 

This training package, although it may be used independently, is 
designed to be given a-s the second segment of a one-day workshop. The first 
segment is contained in a similar but separate training package, "Research 
Findings." Both training sessions make a day-long workshop that introduces 
participants to the Appalachia Educational Laboratory (AEL) Lifelong 
Learning Program (LLP), the research re^ Its for the Educational Develop- 
ment Task #1 study, and takes them through experiences that allow for the 
examination of counseling and advising during the admissions process. 

The basic goal of this intervention is to enhance the positive factors 
and moderate the effect of the negative factors that affect the learning of 
adults during the admissions process. An important objective for this 
training intervention, therefore, is to help advisors and counselors under- 
stand that the commitment to return to school is a result of learning which 
takes place during admissions and success in ;neeting the requirements of 
this task are critical to entering school and success at subsequent levels 
of development. The student who successfully learns the skills ne*:essary 
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to complete Educational Development Task #1, "Making the Commitment to 
Return to School," will know \ihy they are in school, how school will contri- 
bute to addressing their goai.&, and, in general terms, the requirements for 
success in completing the program of their choice* 

Both faculty advisors and counselors can play critical roles in helping 
adult learners acquire the type and level of academic information which wxll 
help them make an initial commitment. The adult student who finds the 
admissions experience personal and satisfying will bo more likely to learn 
the skills and acquire the knowledge necessary to become a successful 
student. 3eing able to integrate academic and personal information helps 
the adult to give meaning to this experience. In this sense, advising 
becomes more than information dissemination. The information must be inte- 
grated into a personal frame of reference if the learning is to be complete. 

Counselors can play a significant role during the adult learner's 
admissions process by presenting and discussing with the prospective student 
the broad picture of career and educational choices related to the student's 
own interests, values, specific test results, educational and work exper- 
ience, and goals. 

The primary purpose of this training intervention is to help advisors 
and counselors become more aware of the factors that both facilitate and 
impede adults in making the commitment to return to school and sensitive to 
the possibility of admissions becoming a learning process for adults. When 
commitments are made to return to school, they will be based on accurlate and 
personalized information about eelf , the educational institution, prcgrams 
selecteci, and long range career possibilities. 
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Purposes and Objectives of Workshop 



The overall purposes of this training package are to help faculty 
advisors and counselors: (1) become more aware of what adults want and 
need to learn while they are making a commitment to return to school, and 
(2) help advisors and counselors develop and refine their own skills to fit 
the admissions setting. Specific workshop objectives are to help partici- 
pants: 

• Acquire a working knowledge of the five educational devel- 
opment tasks defined by the AEL Lifelong Learning Program. 

• Gain more in-depth knowledge of the tasks involved in 
Educational Development Task #1, ^'Adults Making the 
Commitment to Return to School," and of how this knowledge 
can be used in working with adult learners during the 
admissions process. 

• Review the five steps in the Admissions Model, p&rticularly 
Steps 3, 4, and 5, as they involve evaluating prospective 
.*:*.ault students, admitting, registering, and helping adults 
finalize program selection and registration. 

• Understand what information adult students neeu and want 
to learn during the admissions process in eaneral and the 
academic advising interview in particular, 

• Acquire more appreciation and understanding of how adults 
learn during the advising process. 

• Clarify the institution's philosophy and administrative 
approach to admissions and the faculty's role and respon- 
sibility during this procees. 

• Review end refine their own advising skills so that a 
positive advising relationship may be established during 
admissions contacts. 

• Understand the importance of helping adults integrate 
academic knowledge with personal knowledge during the 
admissions process. 
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The workshop is a vehicle for advisors and counselors to ar*-icalate and 
share their ideas about the admissions and counseling processes on their 
campus, to discuss their own experiences with adult learners, and to explore 
ways in which their contacts with prospective adult students can be made 
more effective in helping adults ^<ke a commitment to return to school. 

Selection of Workshop Leader 

In order to establish an objective "and impartial afcmospho.re for 
considering the role of the academic advisor and the counselor, it is 
recommekJed that a consultant be hired to conduct this tiaining session. 
This consultant should have competencies in the following areas. 

• General background in educational research including 
qualitative methodology. 

• Familiar with po&tsecondary and adult education 
curriculum and learning theory. 

• Understand the admissions process including policies, 
procedures, and i-iformation : equirementij for admissions 
and be generally familiar wi*;h the program off-rings of 
the institution. 

• Familiar with and understand the role of academic 
advisement and vStudent services staff. 

It is further recommended that the leadei deliver only this training 

package in any one day and bf given at least two days preparation time well 

enough in advance to be able to become familiar with the resources and to 

mfike specific arrangements for training materials. If two different 

training sessions are scheduled for the same day, it is recommended that n 

different "reader deliver the second training package due to the amount of 

information to be coordinated and delivered. 
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Workshop Assumption 

The basic assumption of this workshop is that staff members are compe- 
tent to perform their educational responsibilities and possess sufficient 
insight into the life problems of adults to be able to help them accomplish 
the goal of task #1 . A good facilitator or group leader will help partic- 
ipants draw on their own knowledge and experience in helping adults develop 
such commitment. 

It is important for the leader to have a basic af^zitude of trust in 
each participant's worth as an individual and each person's unique contri- 
bution to the workshop. The leader should function as a facilitator, not 
create the impression of being one who knows all the answers. Each partic- 
ipant needs to be regarded as one who is responsible, has a vital role in 
helping adults, and can have valuable input to the group's activities. Each 
should be encouraged to contribute and engage in the workshop exercises 
through listening and sharing. Although part of the workshop necessitates 
lecture and giving information, group feedback and discussion should be 
encouraged whenever possible. 

While receiving ideas from others, participants *:an actively 
involved in what is happening and provide their own input. The goal of the 
leader is to introduce and cov^r the workshop concepts in an enjoyable, 
interesting, and creative manner. 

Instructions for Workshop Planning 
Total Hours of Workshop ; Three and a half. 
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Size of Workshop Group 

A. .'he number of participants for this workshop will depend on the number 
of faculty advisors and counselors involved in the admissions process 
for adult learners. Although the ideal size for a group of this type 
is from 10 to 20 people, large groups of 50 to 75 may be accommodated 
by dividing participants into small groups of six to eight during 
planning or discui^sion activities. 

Facilities and Materials Needed 

A. The training should be held in a comfortable room where participants 

can exchange ideas and experiences and be free of outside interruptions* 

B» Chairs should be arranged in a classroo. arrangement with furniture 
that will allow surfaces for writing* It is desirable to have movable 
furniture so small groups can be arranged in a circle or semicircle 
so participants can conmiunicate easily and have eye<-tO'-eye contact* 

C* Teachis>g supplies and equipment needed: 

1* Overhead projector and screi^n* 

2* Newsprint or large paper* 

3* Felt tip markers for each small group* 

4* Masking tape* 

5* Sound slide program on Academic Advising During Admissions* 

(Optional activity, see ^age 109, F 6*) The availability of this 
sound slide program will be determined by whether or not your 
institution elects to implement the task #1 sound slide on the 
Academrc Advising Process from the LLP product, The Admissions 
Process: Audiovisual Information Development Guide* 

6* Slide projector* 

7* Handouts (see Appendix A for phctoready copies)* For each of the 
handouts, select a different color if possible and record the color 
used for each hatidout in the appropriate sections of thir; training 
package* They include: 

a* Handout #1 * Workshop Agenda (color: )* 

b* flan^" ^^:t #2 - Admissions Model (color: ). 

c* Handout #3 - General Observations and CoP!:lusicns for Educa- 
tional Development Task #1 (color: )* 

d* Handout #4 - Evaluation Form (color: )* 
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8. Transparencies (see Appendix B for photoready copies). They include: 

a. Transparency #1 - Educational Development Tasks. 

b. Transparency #2 - Adults Making the Commitment to Return to 
School. 

c. Transparency #3 - Adults Making the .Commitment to Return to 
School - Facilitating Factors. 

d. Transparency #4 - Adults Making the Commitment to Returr, to 
School - Impeding Factors. 

e. Transparency #5 - Learning Style Profile. 

f. Transparency #6 - Learning Style Type Grid. 

9. The Learning Style Inventory Self-Scoring Test and Interpretation 
Booklet, and the Technical Manual, must be ordered in advance from 
McBer and Company (see Appendix C for ordering information). 



Preparation for Workshop Leader 

A. Order the Learning Style Inventory by David Kolb from the publisher. 
One copy is needed for each participant. Also include one copy of the 
LSI technical manual if your school does not already have one. See 
Appendix C for ordering instructions. 

B. Review all materials and take the LSI and administer it to one or two 
other people that will not be in the workshop. Do this well in advance 
of the workshop to become familiar with content and procedures. 

Suggested Agenda for Workshop 

A. This workshop is baied on an afternoon session of three and a half hours, 
l2:30--4:00. The scheduling of the workshop is made to fit a complete 
one-day training sepsion that introduces the AEL research and examines 
the entire admission <j process as a necessary learning experience for 
adults to complete ia order to successfully enter school. 

B. Since this afternoon session is packed with necessary information and 
learning exercises for academic advisors and counselors, leaders of the 
session should be aware oi the need to keep the session moving e^long 
within the suggested time frames given. 
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I. Introduction of Training Session 

1. Time required: Ten minutes. 

2. Sugge3ted time: 12:30 - 12:40 p.m. 

II. Faculty Advisor and Counselor Roles in the Admissions Process 

1. Time required: Fifty minutes. 

2. Suggested time: 12:40 - 1:30 p.m. 

III. Review of the Findings for Educational i)8velopment Task #1 

1. Time required: Fifteen minutes. 

2. Suggested time: 1:30 - 1:45 p.m. 
Break: 1:45 - 2:00 p.m. 

IV. General Research Findings on the Admissions Process 

1. Time required: Fifteen minutes. 

2. Suggested time: 2:00 - 2:15 p.m. 

V. Learning Styles and Advising 

1. Time required: Forty-five minutes. 

2. Suggested time: 2:15 - 3:00 p.m. 

VI. Counseling and Academic Advising During Admissions 

1. Time required: Thirty minutes. 

2. Suggested time: 3:00 - 3:30 p.m. 

ril. Conclusion of Workshop 

1. Time required: len minutes. 

2. Suggested time: 3:30 - 3:40 p.m. 

VIII. Evaluation of Workshop 

1. Tine required: Twenty minutes* 

2. Suggested time: 3:40 - 4:00 p.m- 



Workshop Activities - Instructions for -^.ader 

I. INTRODUCTION OF TRAINING SESSION 
At Time required: Ten minutes. 
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B. Methods: 

!• Lecture. 

2. Sharing and discussion. 

C. Objectives: 

1. To explain the purposes of the workshop and give an outline 
of the day's agenda. 

2. To create a positive atmosphere of interest, concern, and 
communication — a comfortable setting for mutual adult 
learners. 

3. To help participants relate the purposes of tlie workshop to 
values and experiences which are personally meaningful. 

D. Materials needed: 

1. Handout #1 (color: ), Workshop Agenda (Appendix A). 

E. Specific preparation: 

1. Review agenda for program overview. 

2. Study workshop objectives relative to workshop content. 

3. Become familiar with each activity of the workshop and 
concepts to be covered in the evaluation of the workshop. 

4. Prepare a list of participants, particularly if outsiders 
are expected to attend, for introduction and documentation 
purposes. 

Steps for conducting intro<!uction: 

1. Welcome participants and explain that the purposes of the 
workshop are to help faculty members and counselors: 

a. Learn helpful strategies for facilitating the adult 
student's re-entry to school. 

b. Articulate their perspectives on the admissions process 
at their institution and their responsibilities as 
advisors during that process. 

0. Become more sensitive to the adult learner's thoughts 
and feelings as they go through the admissions process, 
especially the academic advising interview. 
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d« Gain more understanding of task #1 c?,rtd how it relates to 
understanding adult development* 

e. Have a better understanding of what fac^^/"8 xmpe's and 
facilitate adults making the decision tc «<iturn to school. 

1 

f. Focus on student development services and a-.ademix 
advising as important parts of the admissiorti: proems. 

g* Understand how expert and personalized counseling and^ 
advising help adult learners successfully complete task]#l« 

h« Based on workshop concepts and purposes* to develop X 
commitment to make positive changes, both on personal and 
institutional levels. 

2. Explain that this training package is one of a series of 15 
interventions developed by AEL to facilitate adults making a 
commitment to return to school. 

3. Distribute Handout #1 (color: ), Workshop Agenda, 

and provide nn overview of the workshop. 

4. Encourage questions about the workshop content or methods. 

5^ If different schools are represented, ask participants to 
introduce and identify themselves by descriptive or depart- 
ment division, specifically in relation to working with 
adult students. Ask each person to state one result he/she 
would like to havfe from the workshop. 



II. FACULTY ADVISOR AMD COUNSELOR ROLES IN THE ADMISSIONS PROCESS 

A. Time required: Fift^ minutes. 

B. Method: 

1. Small group discussion. 

C. Objectives: 

1. To help counselors and faculty advisors broaden their per^ 
spectives of the admissions process and the important roles 
they play in adult learners making the commitment to return 
to school. 

2. To facilitate sharing and discussion of the advisor's func- 
tions and responsibilities to adult stude*".ts. 

3. To facilitate sharing and discussion of the counselor's func- 
tions and responsibilities to adult students. 
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D« Materials needed: 

1* Newsprint or large paper. 

2« Felt tip markers* 

3* Masking tape* 
E. Specific preparation: 

1. ?.eview objectives in relation to content of ictivii-y. 

2. Review directions for F 1-8 and be ready to circulate among 
small groups and give help with brainstorming sessions. In 
addition, be ready to lead discussion and ask questions in 
large group discussion* 

3. Review 8 a-d and prepare to summarize results of this 
activity. 

F« Steps for conducting small group discussion: 

!• Introduce this segment of the workshop by explaining that you 
would like participants to share their ideas and experiences 
about the adult learner and the admissions process, with 
emphasis on their individual roles in this process* 

2. Divide pa'"ticipants into small groups of four to six people 
(or six to eight if the group in large). If both advisors 
and counselors are present, ask them to divide into groups 
according to their job functions in order to discuss similar 
work roles. 

3. Provide eacb :;mall group with at least two large sheets of 
newsprint and markers. 

4. Ask each group to discuss two questions which you have 
written on newsprint and posted on the wall. 

a. Wliat should the roles of student services staff and 
faculty advisors be during the admissions process? 

b. What is the counselor's and the faculty advisor's respon- 
sibility to the adult student during the admissions 
process? (Ask counselors to consider the same question 
in terms of their responsibility to adult students.) 

5. Ask each group to put a heading of Counselor on one sheet 
and Academic Advisor on the other; then write their answers 

^ to both questions on each sheet of newsprint. Allow 20 
minutes for small group discussion. Ask participants to 
put down agreements, disagreements, etc. 

GO 
no 
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6. Po8t newsprints from each group on wall and compare. Ask 
someone from each group to -sununarize their ideas using their 
charts • Ask questions regarding any ideas that are not 
clear. 

7. Work toward identifying what participants fecil the roles of 
Counselors and advisors are and discuss similarities and 
differences in ideas and opinions. Encourage group discus- 
sion. 

a. What are the general ideas that emerged defining the 
roles of counselors and advisors? It may be that: 

(1) Counselors help students make career decisions based 
on a broad overview of career and occupational 
information involving both the individual's needs, 
strengths, values, and experiences, and on the 
options offered by the school. The result of these 
lead to a major and the assignment of an advisor. 

(2) Academic advising helps students plan for and reach 
educational goals. Advisors are responsible for 
helping students plan and make choices within the 
context of their choice of a siajor. The result of 
this choice involves the riisignment of an advisor, 
scheduling of courses, achievement in subject areas, 
and progress toward graduation. 

(3) Both advisors and counselors can help adult students 
get per^on'tl and institutional information together 
to plan and make choices involving the coxmnitment 

to return to school and their program of studies. 
(Be sure to recognize unusual, unexpected, or "off 
the wall" ideas about these roles.) 

8. Summarize what participants think about: 

a. Their roles as academic advisors during admissions. 

b. Their roles as counselors during admissions. 

c. Their responsibilities to adult students during the 
admissions process. 

d. Unusual ideas and issues resulting from different views 
should also be included. 



III. REVIEW OF THE FINDINGS FOR EDUCATIONAL DEVELOPMENT TASK #1 
A. Time required; Fifteen minutes. 
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B. Method: 

!• Lecture • 

C. Objective: 

!• To help group understand the findings for Educational Devel- 
opment Task #1 and apply to examination of their roles as 
academic advisors or counselors* 

D« Materials needed: 

•* 

1. Handout #2 (color: ), Admissions Model (Appendix ' 

A). 

2» Overhead projector and screen. 

3. Transparency #1, Educational Development Tasks (Appendix B). 

4* Transparency i^2» Adults Making the Commitment to Return to 
School (Appendix B)« 

5. Transparency #3, Adults Making the Commitment to Return to 
School - Facilitating Factors (Appendix B)« 

6. Transparency #4, Adults Making the Commitment to Return to 
School - Impeding Factors (Appendix B), 

?• Newsprint or large paper (15-20 sheets). 

8. Felt tip markeri;. 

9* Masking tape. 

E« Specific preparation: 

!• Review and become familiar with the research findings in 
order to answer questions. 

2. Review and become familiar with Handout #2 in order to 
explain its structure. 

3. Become familiar with the facilitating and impeding factors 
for task #1 in order to review with participants. Refer to 
the Staff Training Package on Research Findings for more 
information on how these factors were identified. 

F. Steps for conducting lecture: (This section is to be used 
primarily for review purposes if this workshop immediately 
follows the Staff Training Package on Research Findings 0 

1. Review. 
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The adult vocational development process is the framework 
for understanding how adult learners progress frc?a their 
first thoughts about returning to school to entry into 
employment or advancement in their career field* This 
educational development process is defined in terms of 
five educational development tasks (show Transparency #!)• 



(1) 


Task #1: 


Making a commitment to return to school # 


(2) 


Task #2: 


Managing lear*^ing. 


(3) 


Task #3: 


Developing occupational competence 


(4) 


Task #4: 


Flanuing for employment. 


(5) 


Task #5: 


Becoming employed. 



Explanation of task #1: Task #1 involves the study of 
adults as they formulate a commitment to return to 
school* This task begins with the initial consideration 
of returning to school, continues throughout the admis- 
sions process, and concludes with being accepted and 
starting classes (show Transparency #2)« 

The two basic questions that guided the research and 
development for task #1 are: 

(1) What factors facilitate and what factors impede 
adults in making a commitment to return to school? 

(2) What intervention(s) can be developed and used to 
enhance those factors that facilitate and to moderate 
the influence of those factor**, that impede adults in 
in making a commitment to r€ :urn to school? 

Research on the first question involved identifying 
critical factors affecting adults in making the commit** 
ment to return to school* This research involved a study 
of adults at two community colleges and focused on the 
study of cdultc wb^ completed and those who did not 
complete the admissions process* The sample \>^b select*ed 
from the total population of adults that met the follow- 
ing criteria* 

(1) Twent" >rs of age or older* 

(2) Interrupted educational experience* 

(3) No prior postsecondary* 

(4) Enrolled in at least two courses for five credit 
hours* 
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Research efforts have resulted in identification of the 
critical factors that affect adults making the conmitment 
to return to school and the development of a model of the 
admissions process. The purpose of this activity will be 
to look at each of these sets of findings* 

2. Introduce the Admissions Model: Distribute Handout #2 (color: 

)f Admissions Model, to each participant. Then 

introduce the general structure, i.e., five stages, institu- 
tional procedures, and individual procedures* Steps 2 and 3 
generally involve counselors while step 4 and to some degree 
step 5 involve academic advisors. 

3. Introduce or review the critical facilitating and impeding 
factors (show Transparencies #3 and #4). 

4. Have the group as a whole look back over the newsprint lists 
of counselor and faculty advisor roles and responsibilities 
that were posted during the previous exercise in view of the 
findings for task #1 that have just been presented. Ask what 
the group would like to leave or add to this list. 



IV. GENERAL RESEARCH FINDINGS ON THE ADMISSIONS PROCESS 

This section is critical to the aims and purposes of the workshop and should 
be clearly and forcefully presented. Basic concepts of the research model 
are covered here. 

A. Time required: Fifteen minutes. 

B. Methods: 

1. Lecture. 

2. Discussion. 

C. Objectives: 

1. To help participants understand and integrate the major 
research findings for jaore effective interchanges with 
adult students. 

2. To help participants understand the role that learning plays 
in the admissions process and how it affects the cultivation 
of the commitment to return to school. 

D. Materials needed: 

1. Handout #3 (color: ), General Observations and 

Conclusions for Educational Development Task #1 (Appendix A). 
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E« Specific preparation: 

!• Review Handout il^3 in order to lead the discussion and answer 
questions* 

2. Review F 2 a-j and become familiar with the sequence for 
developing lecture concepts. 

3« Sequence should build to enable you to emphasize importance 
of concept presented in F 2 j« 

F* Steps for conducting lecture and discussion: 

1. Distribute Handout #3 (color: General Observa- 
tions and Conclusions for Educational Development Task #1 
(Appendix A) • 

2. Explain these general research findings form the basis of 
this discussion* Allow questions and time for discussion as 
appropriate. 

a« Participation in the admissions process is contingent 

upon an adulc being interested enough to initiate contact 
with an institution to get information about the programs 
offered and requirements for admission* 

b* Motivation to become involved in a program includes one 
or more of the following reasons* Adults entering 
school want: 

(1) To develop or improve specific job skills* 

(2) To improve employment status. 

(3) To become independent and self-supportive. 

(4) To improve theix income* 

(5) Help in career transit ion.> 

(6) To enhance prospects for initial employment. 

(7) To pursue career or educational goals. 

(8) To engage in career/edacational exploration and 
planning. 

(9) An opportunity for personal development. 
(10) To avoid boredom, stagnation, etc. 
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Adults, particularly those vho are unsure about what they 
want, will delay making contact with the school or making 
application until late in the process and then find them- 
selves, usually during registration, in a situation where 
they need specialized help and counseling at a time when 
school btaff does not have adequate time to talk with them 

Adults will have access to and read information about 
admissions requirements and procedures, but will not 
necessarily understand this information or understand it 
in the way the institution intended. 

The admissions process is conceptualized acd operated 
from primarily an institutional point of view. 

There is no systematic conceptualization of the admis- 
sions process that takes the individual as well as the 
institutional perspective into consideration. 

The admissions process is generally an aggregate of 
"successful" activities used and continuously refined or 
modified based upon informal estimates of effectiveness. 
The admissions process is basically a pragmatic process 
open to change or modification based upon perceived need, 
problems encountered, and options for change that are 
both available and feasible « 

There are no effective information management procedures 
to record end/or monitor the progress of adults in 
different stages of the admissions process. 

The admissions process can be a means for prospective 
students to learn about: 

(1) Their personal characteristics and attributes 
relative to the requirements for entry into the 
institution and a specific program. 

(2) Their prospects for meeting the requirements and 
being successful in specialized subject areas. 

(3) Their having the time needed to complete a course 
or program in the context of personal, family, and 
work responsibilities. 

(4) Their building the commitment to enter school based 
upon reliable knowledge about program requirements 
and confidence in their goals and ability to success- 
fully undertake and complete further education and 
training. 



(This is a very important concept and should be elaborated 
on and emphasized.) 



The admissions process , when conceived as a learning 
process, can be a means for adults to transform more 
general interests in education and career enhancement 
into values and goals necessary in developing the commit- 
ment to return to school. Such a commitment, when 
comprehended and grounded in reliable information, can 
be stated in programmatic terms (i.e., an adult applying 
to a specific school, entering a specific program, and 
seeking specific outcomes). This involves personal 
transformation achieved through the interactive clari- 
fying of knowledge and value to establish goals and 
develop a plan. A personal plan, as such, integrates 
knowledge about self, and the institution and programs 
selected, with a concept of a more desirable future to 
enable the learner to describe how he/she will be able 
to reach his/her goal. Learning, when viewed in this 
manner, illuminates the nature of commitment by struc- 
turing and energizing action in the present with refer- 
ence to the future. 



LEARNING STYLES AND ADVISING 

A. Time required: Forty-five minutes. 

B. Methods: 

!• Lecture. 

2. Discussion. 

3. Small group activity. 

C. Objectives: 

1. To help participants understand individual differences in 
learning so they can better understand and reach students. 

2. To help participants understand the learning model based on 
David Kolb's experiential learning theory. 

3. To help each person understand his/her own learning styles. 

D. Materials needed: 

1. Learning Style Inventory given to participants. 

2. Overhead projector and screen. 
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3. Traiisparenr.y Learning Style Profile (Appendix B), 

4, Transparency #6, Learning Style Type Grid (Appendix B). 

E. Specific preparation: 

!• Review objectives as related to activity. 

2. Review Learning Style Inventory and take it yourself in 
order to understand all aspects of this instrument to help 
answer questions. Consult LSI Technical Manual for addi- 
tional background information. 

3. Review F 1-5. 

F. Steps for conducting lecture, discussion, and small group 
activity: 

1. Explain that everyone approaches a learning situation from 
an individual and usually different perspective. The LSI 
can provide insights as to how adults learn during the 
admissions process. 

a. During admissions adults need to learn about academic 
programs, requirements, and courses. How they learn is 
as important as what they learn. Acquiring, under- 
standing, and internalizing information is tied to 
learning style. 

b. The learning model we are using for this purpose is that 
of David Kolb. The model is based on experiential 
learning theory which emphasizes the important role 
experience plays in the learning process. The core of 
the model describes the learning cycle and how experience 
is translated into concepts which in turn are used as 
guides in the choice of new experiences. Kolb believes 
that one's learning style is shaped by decisions made to 
resolve conflicts in family, school, and on the job. 

2. Explain that the purpose here is not to recommend the use of 
the LSI on all students, but to help participants become 
more sensitive to individual differences in experiencing 
learning. 

3. Administer the LSI. As participants fill it out, go around 
the room and make sure they know how to get their score and 
profile. 

4. Score the LSI and ask participants to plot their results on 
graphs in the booklet, pages 3 and 5 (30 minutes). 



101 



a.. Norms - use Transparency #5 to demonstrate filling*, out 
Learning Style Profile. 

Learning Style Type - use Transparency #6 to demonstrate 
filling out Learning Style Type Grid. 

A learning style describes the educational covidition in 
which an individual is most likely to learn. Kolb describes 
two dimensions in how people learn: perceiving (concrete to 
abstract) and processing (reflecting to doing). 

a. Every individual uses four learning abilities. 

(1) Concrete Experience (CE) - learning through fee.ling 
(affective) . 

(2) Reflect Observation (RO) - learning by watching 
(visual) . 

(3) Abstract Conceptualization (AC) ~ learning by 
thinking (cognitive). 

(4) Active Experimentation (AE) - learning by doing 
(experiential) . 

b. Over time we develop preferences to some learning abili- 
ties over others. We may use or prefer different modes 
or styles for different tasks; we may learn new modes .7)id 
change over periods of time. Wlien perceiving and pro- 
cessing are joined, four learning styles emerge. Use the 
following ideas to present each learning style. Partic- 
ipants can use page 4 of the LSI as a reference. 

(1) Convergers (sensors-feelers): 

(a) Dominant learning abilities are AC and AE. 

(b) Greatest strength is in the practical appli- 
cation of ideas. 

(c) Do better when there is a single correct answer. 

(d) Learn through hypothetical and deductive 
reasoning • 

(e) Can focus on specific problems. 

(f) Unemo?:ional - rather deal with theory than 
people. 

(g) Narrow interests - tend to specialize in 
physical sciences, engineering. 

(2) Divergers (reflective thinkers): 

(a) Opposite from Convergers - learn best with CE 
and RO. 



102 



105 



(b) Greatest strength is in imaginative ability. 

(c) Can view concrete experiences from many per- 
spectives • 

(d) Good at generation of ideas, "brainstorming." 

(e) Interested in people, imaginative, and emotional. 
(£) Broad cultural interests. 

(g) Interested in humanities, counseling, personnel 
management, 

(3) Assituilators (thinking doers): 

(a) Dominant learning abilities are AC and RO, 

(b) Able to create theoretical models, 

(c) Excel in inductive reasoning; more concerned 
^ with abstract concepts. 

(d) Less interested in people and practical use of 
theories . 

(e) Like basic sciences and mathematics. 

(4) Accommodators (doing sensors/feelers) : 

(a) Opposite strengths of Assimilators - dominant 
learning abilities CE and AE« 

(b) Strength lies in carrying out plans and exper- 
iments and becoming involved in new experiences. 

(c) Risk-takers, excel in adaptation to specific 
inunediate conclusions. 

(d) If theory or plan does not fit facts, will 
discard plan. 

(e) Solves problems in intuitive trial and error 
method, relying on other people for information 
rather than own analytical ability. (Point out 
this information on page 6 of the LSI booklet). 

As adults are experiencing the admissions process, they are 
using their dominant learning style to perceive and process 
information. You will be providing information in a style 
that is comfortable to you. 

a. Ask participants to discuss how they would advise an adult 
studexit with a learning style similar to their own and then 
how they would advise students with the three other styles^ 

b. Ask participants to divide into groups of two, pairing with 
someone whose learning style is unknown to them. Have each 
member of the dyad ask the other person questions that 
would help him/her understand the other's learning style. 
After allowing time for this, ask for volunteers to report 
on vho was successful. Discuss how developing this kind 

of sensitivity to other people's learning styles can 
increase their effectiveness in dealing with students. 
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VI • COUNSELING AND ACADQIIC ADVISING DURING ADMISSIONS 

A. Time required: Thirty minutes. 

B. Methods: 

1. Lecture. 
2« Discussion* 

C. Objectives: 

1* To help participants review the skills, knowledge, and atti- 
tudes necessary to work effectively with adults « 

2« To help participants understand basic concepts of decision- 
making. 

3« To improve competencies in hv3lping adults make decisions. 

4* To improve competencies in helping adults understand and 
Interpret test results. 

D. Materials needed: 

1. Slide projector and screen (optional). 

2. Sound slide program on Acadetnic Advising During the Admis- 
sions Process (optional). If this audiovisual package is 
available, be certain to preview it and study a written copy 
of the filmstrip narration. If this audiovisual package is 
not available from the institution, study the narrative from 
the sample presented in the LLP product. The Admissions 
Process: Audiovisual Information Development Guide on the 
Academic Advising Process.^ 

E. Specific preparation: 

!• Review objectives as they relate to activity. 

2. Preview sound slide program on Academic Advising During the 
Admissions Process.^ 

3. Review and practice F 1-5 in order to deliver meaningful 
lecture, lead discussion, and answer questions. 



^Academic Advising Process narrative found in LLP product* The Admissions 
Process: Audiovisual Information Development Guide, to identify role 
academic advisors can play with adults during admissions. Appalachia 
Educational Laboratoiy, Charleston, West Virginia, 1985. 
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P. Steps for conducting lecture and discussion: f 

1. Use the Admissions Model as a framework to explore the roles 
of counselors and academic advisors in promoting learning 
during the admissions process. 

a. Consider each step in the model, one at a time, and 

identify the group who is in the best position to imple- 
ment the Institutional Procedures and assist adults with 
the learning associated with the Individual Procedures.* 
Discussion may go something like the following. 



(1) 


Step 1 - 


All staff — administrators, faculty, and 




staff. 


(2) 


Step 2 - 


Admissions office and student personnel 




staff. 




f3) 


Step 3 - 


Student personnel staff. 


(4) 


Step 4 - 


Academic advisors. 


(5) 


Step 5 - 


Admissions office staff and academic 




advisors 





1. Counselors and academic advisors play an important role in 
helping adults learn about the career and vocational aspects 
of life planning.** 

a. Counselors may be best at helping adults consider general 
life, vocational, and career goals and using occupational 
and career information in relation to understanding 
educational opportunities and making the choice to return 
to school and select a major. 

b. Academic advisors may be best at helping adults explore 
the specific implications of their choices relative to 
the educational requirements and occupational outcomes 
of their choice of major. 

c. Adult students may be empowered through knowledge and 
clarification of personal values. This can be accom- 
plished through career guidance? occupational knowl^'dge, 
and decision-making skills. 



*These steps need to be reviewed clearly — clarification needs to be made 
between counselors' and academic advisors' roles and responsibilities. 

**There is a separate LLP staff training package on use of educational and 
career information, "Educational Planning Resource Center." 
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3. Counselors and advisors play a major role in helping adult 
students learn to interpret test scores. 

a. Test results should be valid for the purposes for which 
they are used* 

b. Test results can be one kind of information used in the 
decision-making processes, 

c. Adult students need to have sufficient understanding of 
their test scores in order to draw conclusions and make 
decisions regarding programs of study* 

d* Students need to see the relationship l^etween thsir test 
results and program planning* 

e* Basic concepts regarding test scores need to be explained 
to students, such as: 

(1) A test score is simply a description of how the stu- 
dent responded to the items on the test* It is not 
a characteristic owned by the student but is mereT' 
descriptive of their actions at the time of testing* 

(2) A test score is only one indicator which cannot 
fully describe all the behaviors of a student* 

(3) Every test score has a standard error of measurement* 

(4) Adult students have different backgrounds which can 
affect their performances in taking tests* 

f . Counselors may interpret the results of general educa- 
tional development tests such as the ACT and SAT, while 
academic advisors may be in the best position to inter- 
pret thu results of placement tests used in course plan- 
ning and scheduling* 

A* How can advisors and counselors help adults in the decision- 
making process? 

a* By participating in discussions that focus at least 

initially on their own concerns adults can be helped to 
organize and integrate information on the basis for 
making a commitment to return to school* 

b* Areas of decision-making for adults during the admissions 
process can include: whether or not to return to school, 
major, prioritizing responsibilities at home, time 
management, seeking support of family members, seeking 
financial aid, etc* 
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c« Counselors and academic advisors can learn specific 
concepts and strategies for helping adults make deci- 
sions* 

(1) Adult studeuts need to feel they have some control 
over what is happening to their lives. 

(2) Adults have a right to seek their own goals and be 
responsible for their own actions. 

(3) Adults need to have some ownership in the decision 
to act before making a commitment to take action. 

(4) Decision-making occurs best when there is interac- 
tion with a knowledgeable and supportive person. 

(5) Decisions can only be made when options are available. 

(6) Counselors and academic advisors have knowledge and 
competencies to identify options unknown to Ftudents. 

(7) Decision-making is a skill which can be developed 
and improved. 

5. What communication skills do good advisors need? Since the 
admissions interview has such an effect on adults' decisions 
to return to school, basic conununication skills can influence 
the quality of the relationship adults have with institu- 
tional staff during the admissions process. 

a. At certain timeS) counselors, advisors, and admissions 
staff may feel rushed and pressured to provide academic 
information as quickly as possible. The suggestions for 
improving communication at this time, while elementary, 
may be critical in determining if the adults make a 
commitment to return to school. 

6. If available, show the sound slide program on Academic 
Advising During the Admissions Process (eight minutes). 



VH. CONCLUSION OF WORKSHOP 

A. Time required: Ten minutes. 

B. Methods: 

1 . Discussion. 

2. Summary remarks. 
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C. Objectives: 

1. To summarize major concep2:s and points presented in the 
workshop* 

2. To bring a sense of closure to the day's activities by 
developing recommendations to implement new roles and plans 
to assist adults* 

3. To stimulate participants' ideas of ways they can utilize this 
information in their own advising and counseling capacities. 

D. Materials needed: None. 

£• Specific preparation: 

!• Be able to elaborate on the key concepts presented in work- 
shop and listed below in F 1 a*-d. 

F« Steps for concluding workshop: 

!• Point out that, as advisors and counselors conduct their own 
interviews during admis&ions, they will want to keep in mind 
the following questions. 

a. What do adults need to learn? 

b. How can they learn it best? 

(1) Academic program and course information must have 
personal meaning iC it is to be learned, inter- 
nalized, and vemembered. It must also be relevant 
and timely. 

(2) Information needs to be presented i:a a clear, 
unhurried manner. When time is short, the qual^.itv 
of the contact can make the difference (caring atti- 
tude). Special time can be made for a later date. 

(3) Information should be discussed to develop important 
implications and applications— adults should be given 
time to consider and assess information, which may 
mean meeting again or making it possible for them to 
call and discuss what they have learned to confirm 
and verify their interpretation and t;se of it. 

(4) Adults need a supportive environment in which to 
learn. 

(5) Each adult has a learning style that will influence 
how he/she learns. 
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c* What are the academic advisors* and counselors' roles 
and responsibilities during the admissions process? (It 
may be relevant here to return to the newsprint sheets 
developed earlier in the day and review what they said 
in light of the whole workshop's content.) 

d. Faculty and counselors must recognize and respect the 
uniqueness of each adult as he/ she progresses through 
the admissions process* 



vIII. EVALUATION OF WORKSHOP 

A. Time required: Twenty minutes. 

B. Methods: 

!• Use c£ Evaluation Form* 

2* Brief explanation of rationale of evaluation. 

C. Objectives: 

1. To provide a method for participants to evaluate the workshop 
in a substantive way* 

2* To develop information on whether participants understood and 
accepted the research findings, its conceptual basis, and the 
results presented in the workshop* 

3* To collect data on what participants feel are the basic issues 
to be addressed in making appropriate changes at their respec- 
tive institutions* 

4* To collect whatever additional information participants wouid 
like to have regarding adults during the admissions process* 

D* Materials needed: 

1* Handout #4 (color: ), Evaluation Form (Appendix A)* 

E* Specific preparation: 

1* Study Evaluation Form and be prepared to answer questions if 
asked by individuals while completing forms* 

F* Steps for conducting evaluation; 

1* Distribute Handout #4 (color: ), Evaluation Form, 

and ask participants to fill out both sides* 
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2. Explain the purposes and rationale of the evaluation. 

3. Allow adequate time for participants to fill out the forms. 
Have someone stand at each exit to collect an Evaluation 
Form from each person as he/she leaves. 
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Appendix A: 



Workshop Handouts 



Colors Selected 




1: Workshop Agenda 
2: Admissions Model 

3: General Observations and Conclusions for 
Educational Development Task #1 

4: Evaluation Form 
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HANDOUT #1 




SCHOOL 

LEADER 

DATE 

WORKSHOP AGENDA 



I. Introduction of Training Session 

1. Time required: Ten minutes, 

2. Suggested time; 12:30 - 12:40 p.m. 

II. Faculty Advisor and Counselor Roles in the Admission Process 

1. Time required: Fifty minutes. 

2. Suggested time: 12:40 - 1:30 p.m. 

III. Review of the Findings for Educational Development Task irl 

1. Time required: Fifteen minutes. 

2. Suggested time: 1:30 - 1:45 p.m. 
Break: 1:45 - 2:00 p.m. 




IV. General Research Findings on the Admissions Procfsss 



1^ Time required: Fifteen minutes. 
2. Suggested time: 2:00 - 2:15 p.m. 

V. Learning Styles and Advising 

1. Time required: Forty-five minutes. 

2. Suggested time: 2:15 - 3:00 p.m. 

VI. Counseling and Academic Advising During Admissions 

1. Time required: Thirty minutes. 

2. Suggested time: 3:00 - 3:30 p.m. 

VII. Conclusion of Workshop 

1. Time required: Ten minutes-* 

2. Suggested time: 3:30 - 3:40 p.m. 

VIII. Evaluation of Workshop 

1. Time required: Twenty minutes. 

2. Suggested time: 3:40 - 4:00 p.m. 
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AEL LIFELONG LEARNING Pi 



ADMISSIONS MODEL 



ADMISSIONS PROCESS 



STEP 1 

INSTITUTIONAL PROCEDURES 



STEP 2 



STEP 3 



STEP 4 



STEP 5 



MATRICULATION PROCESS 



Recruitimnt Process < 



Contacting Prospective 
Adult Students 



Contacting and Attract- 
ing Adults: 

(Through Students, 
Former Students, 
Staff, Media, etc.) 



INDIVIDUAL PROCEDURES 



► Induction Process 



Informing Prospective 
Adult Students 



Providing Information 

Providing Ap'i^Iication 
Materials 

Responding to Questions 
Interviewing 



Evaluating Prospective 



Adult Students 



Receiving Application 

Information! 
Application Form, 
Transcripts, Medical 
Information, Test 
Results , Interview 
Data 

Counseling 

Receiving Requests for 
Financial Aid 



Admitting Adult Stu- 
dents 

Selecting 
Assigning Advisor 
Advising 
Orienting 



Conaitment Process < 



Responding to Initial 



In format ion About 



Learning Opportunities 



Receiving Information 
on School and Programs 
Offered 

Responding by Making 
Written, Phone, or 
Personal Inquiry 

Assessing Relevance of 
General Information 

General Personal Fac 
tors. Self Concept, 
Prior Learning Exper-* 
ience, Interesti^, and 
Goals 

Personal and Family 
Circumstances 

Encouragement From 
Other Family, Friends, 
Students, Employer 

Referral by Education 
or Comunity Agency 
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Exploring Personal 
Relevance of Program 
Options 



Learning About Institu- 
tion and Programs: 
Location of School, 
Programs Offered, 
Admissions Staff, 
Counselors, Costs, 
Financial Aid, Trans- 
portation Options 

Exploring Personal Rele- 
vance and General Impli* 
cations of Information: 
Personal Goals, Family, 
Work, Health, Personal 
Crisis, Other Interests 
and Responsibilities 

Clarifying Options Re- 
garding Program Gradua- 
tion Requirements 

Exploring Implications 

for Future: 
Personal Growth, Em- 
ployment, Career, In- 
come, Standard of Liv- 
ing, Social Involvement 



Deciding to Apply for 



Program 



Understanding Program 
Requirements and Making 
Tentative Program 
Selection 

Setting Personal and 
Career Goals 

Providing Personal 
Information 

Seeking Information 

Seeking Counseling 

Understanding Institu- 
tional Information 

Planning Finances, Stu- 
dent Loans, Financial 
Aids 



Fi-^alizing Program 
Selection 



Receiv:ing Academic 
Advising 

Understanding Learning 
Requlniments 

Developing a Schedule 

Setting Learning Expec- 
tations 

Setting Time Expecta- 
tions 

Planning Transportation 
Arranging Finances 



Registering Adult Stu- 
dents 

Starting Records 

Preparing Class Rosters 

Receiving Fundc 

Assigning Resources, 
Staff, Room 



Monitoring Student Pro- 



gress 



Completing Registration 



Implementing Decision 
to Return 

Completing Registation 
Process 

Getting Schedule 
Approved 

Paying Fees 

Organizing Family and 
Work Responsibility 

Organizing Self to 
Participate in Class 

Organizing Self to 
Study 

Implementing Transpor- 
tation Plans 

Purchasing Learning 
Materials 



Advising 

Reporting on Exceptions 

Counseling 

Tutoring 



Subsequent Vocational 
Development Tasks 



VDT #2— >VDT #3— ^VDT H 
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GENERAL OBSERVATIONS AND COHCLUSIONS 

Educational Development Task il^lt 
Adults Making the Coinmitment to Return to School 



The following general concepts were identified and serve as a summary 
of the research completed on task #1. 



About Adults 

!• Participation in the admissions process is contingent upon an adult 
being interested enough to initiate contact with an institution to get 
information about the programs ofiEered and requirements for admission* 

2. Motivation to become involved in a program includes one or more of the 
following reasons. Adults entering school want: 

- to develop or improve specific job skills; 

- to improve employment status; 

- to become independent and self-supportive; 

- to improve their income; 

- help in career transition; 

- to enhance prospects for initial employment; 

- to pursue career or educational goals; 

- to engage in career/educational exploration and planning; 

- an opportunity for personal development; and 

- to avoid boredom, stagnation, etc. 

About the Admissions Process 

3# Adults, particularly those who are unsure about what they want, will 
delay making contact with the school or rsking application until late 
in the process and then find themselves, usually during registration, 
in a situation where they need specialized help and counseling at a 
time when school staff does not have adequate time to talk with them. 

4. Adults will have access to and read information about admissions 
requirements and procedures, but will not necessarily understand this 
information or understand it in the way the institution intended. 

5. The admissions process is conceptualized and operated from primarily 
an institutional point of view. 

6. There is no systematic conceptualization of the admissions process that 
takes the individual as well as the institutional perspective into 
consideration. 
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?♦ The admissions process is generally an aggregate of "successful" activ- 
ities used and continuously refined or modified based upon informal 
estimates of their effectiveness. The admissions process is basically 
a pragmatic process open to change or modification based upon perceived 
need) problems encountered » and options for change that are both 
available and feasible* 

8* There are no effective information management procedures to record and/ 
or monitor the progress of adults in different stages of the admissions 
process • 

About Learning 

9* The admissions process can be a means for prospective students to learn 
about: 

- their personal characteristics and attributes relative to the 
requirements for entry into the institution and a specific program; 

- their prospects for meeting the requirements and being successful 
in specialized subject areas; 

- their having the time needed to complete a course or program in the 
context of personal, family, and work responsibilities; and 

- their building the commitment to enter school based upon reliable 
knowledge about program requirements and confidence in their goals 
and ability to successfully undertake and complete further education 
and training, 

10. The admissions process, when conceived as a learning process, can be a 
means for adults to transform movn general interests in education and 
career enhancement into values and goals necessary in developing the 
commitment to return to school* Such a commitment; when comprehended 
and grounded in reliable information, can be stated in programmatic 
terms (i.e*, an adult applying to a specific school, entering a specific 
program, and seeking specific outcomes). This involves personal trans- 
formation achieved through the interactive clarifying of knowledge and 
value to establish goals and develop a plan. A personal plan, as such, 
integrates knowledge about self, and the institution and programs 
selected, with a concept of a more desirable future to enable the 
learner to describe how he/she will be able to reach his/her goal* 
Learning, when viewed in this manner, illuminates the nature of commit- 
ment by structuring and energizing action in the present with reference 
to the future. 
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INSTITUTION 



STAFF DEVELOPMENT WORKSHOP 
DATE 

Evaluation Form for Task #1 Intervention: 
Staff Training Package: Academic Advising and Counseling Staff 



1. Does the Admissions Process Model describe learning experiences that 
adults need at each step of the admissions process in order to be 
committed to rreturning to school? 

Check one: Yes No 

Why or why not? 



2. Whicn of the five steps in the Admissions Model relate most directly 
to your role or responsibility in working with adults? 

Check one or more: How does it apply? 

Step 1 

Step 2 

Step 3 ^ 

Step 4 

Step 5 



3. Describe specific ways you, as a staff member, can assist adults during 
the admissions process in helping them formulate a commitment tu return 
to school. 



-over- 
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4. What policy questions or issues do you feel need to be addressed by 
your institution in relacion to makinij improvements in academic 
advising and student s'^rvices during admissions? 

l&Hue #1 : 



Issue #2: 



Issue #3: 



5. Would understanding an adult's learning style change the way you would 
work with them during the admissions process? 

Yes No Why? 



6. What additional information or training would you like to have in order 
to improve your own work with adults during admissions? 



^3 ^ 
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Appendix B: 
Workshop Transparencies 

1: Educational Development Tasks 

2: Adults Making the Commitment to Return to School 

3: Adults Making the Commitment to Return to School - Facilitating Factors 

4. Adults Making the Conmiitment to Return to School - Impeding Factors 

5: Learning Style Profile 

6: Learning Style Type Grid 
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EDUCATIONAL DEVELOPMENT TASKS 



Making a commitment to return to 
school 



Managing learning 
Developing occupational competence 
Planning for employment 
Becoming employed 
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ADULTS MAKING A COMMITMENT TO RETURN TO SCHOOL 



• Initial consideration of returning to school 



# Continuation through admissions process 



# Concludes with being accepted and starting classes 
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ADULTS RETURNING TO SCHOOL - 
FACILITATING FACTORS 

• Institutional information, services, and 

opportunities 

• Institutional characteristics 

• Financial assistance and improvement 

• Encouragement from others 

• Employment improvement 

• Personal competence and better f utm*e 



• • • 

ADULTS RETURNING TO SCHOOL - 
IMPEDING FACTORS 

• Apprehension about self and learning ability 

• Handling multiple responsibilities 

• Time management I 

I 

• Conf usion/unf amiliarity with institutional | 
processes 

• Lack of information and services 

• Financial difficulties 

• Personal concerns " 

127 
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TRANSPARENCY #5 
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LEARNING STYLE PROFILE 

Norms for the Learning Style Inventory 

Concrete 
Experience 



Exp( riment, 




Abstract 
Conceptualization 
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TRANSPARENCY #6 
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LEARNING STYLE TYPE GRID 
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Appendix C: 

Ordering Information for Learning Style Inventory 
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Learning Style 
Inventory 



Developed by David A. Kolb to help people 
/Understand the v^ays that they learn, the LSI 
provides valuable information to both trainers and 
participants. The LSI can be completed, scored, 
andprofiled in less than 30 minutes. Participant 
performance for four basic approaches to learning 
is as'sessed: 

■ PARTlClPATlON-use of ongoing events 

■ OBSERVATION -reflection, examination of 
experiences 

■ THEORY— use of readings, lectures, models 

■ EXPERIMENTATION-practice of new skills 

The LSI comes in a self-scoring booklet, ideal for 
individual feedback in a training program. It 
contains a questionnaire, a profile sheet and a 
grid. Also included is an explanation and an 
analysis of the different v^ays in v^hich people 
Icdfri and the consequences of Icdrning styles on 
problem-solving, training, and career 
development. 
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1 . Complete the order form by indicating the 
number of training aids you need and the 
correct address and zip code for shipment. 

2. Multiply the per-unit price for the number of 
items you have ordered, and total your order c( 
the bottom. Shipping and handling is FOB, 
Boston. Shipments prepaid by McBer will 
appear on your invoice. 

I 3. Complete the section indicating method of 

How to Order payment. You may charge the complete order 

to your MasterCard or VISA account, or 
i^HHHHa^H^HBiHMH^^BMHHi enclose a corporate Purchase Order number. 

(Invoices totaling less than $100 must be 
accompanied by payment or charged to a 
Credit Card. All invoices are due in 30 days. 

4. Then, mail or PHONE your order. To phone, 
call (617) 437-7080 weekdays, between 9:00 
a.m.-5:30 p.m. Your order will be shipped 
within 24 hours of your call. Phone orders 
must include all information listed above, so 
please complete your order form before 
calling. 



McBer and Company 
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For further information contact: 

Murray M. Dalziel, Wee President 
McBer and Company 
137 Newbury Street 
Boston, Massachusetts 02116 
(617) 437-7080 

David C. McClelland, Chairman of the Board 
J^ichard E. Boyatzis, President and CEO 
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ORDER FORM 

McBER and Company TRAINING AIDS 

LEARNING STYLE INVENTORY (LSI): Includes Questionnaire. Profile and Interpretive Notes; 10 sets per packet 

Price Quantity JoU\ 

Self-Scoring Booklets 



1-19 packets $30.00 ea 

20-49 packets 28.50 ea 

50-99 packets 27.00 ea 

IOOt. packets 22 00 ea 

Technical Manuals SIO.OO ea 



(FREE with orders over $500) 

TOTAL ORDER 

Mass. Residents 
Add S'^ sales tax 

GRAND TOTAL 



Shipping and Handling; FOB« Boston Shipping, freight, or transportation costs pre-paid by McBer will appear on the invoic e 
and are the responsibility of the buyer. 



Ordered by (name) 

Firm 

Address 

Cit\ State Zip Code 

Telephone . 

S()ecial Shipping Instructions: 



PAYMENT MODE: □ Payment enclosed 

□ Invoice me. 1 understand that payment in full is due in 30 days. P.O. * 

□ Charge my □ MasterCard Account ^ 

□ VISA Account ^ 

Expiration Date 
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STAFF TRAINING PACKAGE: ADULT COMMITMENT 
Introduction 

This manual describes a training intervention for staff who work with 
adult students during the college admissions process. This group should 
include, but not be limited to, administratora, student services staff, 
academic advisors, instructors of first term courses, and staff responsible 
for continuing education. 

Ilia staff training package is an intervention developed as part of 
the Appalachia Educational Laboratory's Lifelong Learning Program (LLP) and 
is a result of the research conducted on Educational Development Task #1, 
Adults Making the Commitment to Return to School. This intervention 
addresses the critical factors affecting adults during the admissions 
process and the developmental needs of adults who have started classes but 
are not yet committed to being in school. 

This staff training package is designed to promote: understanding of 
the process adults go through in formulating a commitment to return to 
school and the importance of learning during the admissions process as the 
primary means of developing commitment. The training takes approximately 
three hours to deliver. It is recommended that prior to trainiP5, staff 
participate in the session on task #1 research findings. This would provide 
them with background on the critical facilitating and impeding factors that 
affect adults as they formulate a commitment to return to school. 

This training package, although it may be used independently, is 
designed to be given as the third or fourth segment of a two-day workshop. 
For specific recommendations, see page seven of the Introduction to this 
handbook • 

133 
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Purpose and Objectives of Workshop 

The major purpose of this training session is to present the concept 
and the levels of commitment associated with research on task A matrix 

of the levels of coimnitment is introduced as a tool for understanding the 
process and then several vignettes based on actual cases of adults making a 
decision to return to school are presented to illustrate the levels of 
commitment. Specific objectives are: 

• To help staff develop an understanding of adult concerns 
related to admissions^ 

• To help staff develop and utilize more effective means 
of promoting adult learning during the admissions 
process. 

• To help staff become more sensitive to the level of 
commitment expressed by adults with whom they are in 
contact. 

Selection of Workshop Leader 

This training package addresses adult learning and motivation, there- 
fore, it is preferable to have a leader with a strong background in student 
development services or adult lerrning theory and practice. Tliis person 
should also have competencies in the following areas. 

• Background in educational research including qualitative 
methodology. 

• Familiar with postsecondary and adult education curriculum 
and learning theory. 

• Familiar with the admissions process including student 
services and academic advisement. 

• Effective communication skills in a workshop setting. 
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It is further recommended that the leader deliver only this training 
package in any one day and be given at least two dayfc preparation time well 
enough in advance to be able to become familiar with the resources and to 
make specific arrangements for training materials. If two different 
training sessions are scheduled for the same day, it is recommended that a 
different leader deliver the second training package due to the amount of 
infcrimition to be cccrdiriated and delivered* 

Workshop Assumption 

The basic assumption of this workshop is that staff m^jmbers are compe- 
tent to perform their educational responsibilities and can develop insight 
into the life problems of adults to help them accomplish the goal of task #1. 
An effective facilitator or group leader will help participants draw on their 
own knowledge and experience in helping adults develop such commitment. 

It is important for the leader to have a basic attitude of trust in 
each participant's worth as an individual and each person's potential cO 
contribute to the workshop. The leader should function as a facilitator, 
not transform workshop activities into lectures or create the impression of 
being one who knows all the answers. The leader should be ab^.^ to elaborate 
upon the workshop's outline with personal expertise and knowledge^ 

Each participant needs to be regarded as one who is responsible, has 
vital role in helping adults, and can add valuable input to the group's 
activities. Each should be encouraged to engage in the workshop exercise 
through 'listening and sharing. Although part of the workshop necessitates 
lecture and giving information, group feedback and discussion should be 
encouraged whenever possible. 
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While receiving ideas from others, participants can be actively 
involved in what is happening and provide their own input. The goal of the 
leader is to introduce and cover the workshop concepts in an enjoyable, 
interesting, and creative manner. 

Instructions for Workshop Planning 

Total Hours of Workshop; Thr e e . 



Size of Workshop Group 

A. This training package has been designed and tested for use with faculty 
staff groups of 20-35 persons. Larger groups limit the time and oppor- 
tunity needed for thoughtful discussion and reflection. 



Facilities and Materials Needed 

A. The training should be held in a comfortable room where participants 
con Jiscuss informally and take part in small group activities without 
external distractions. 

B. Chairs should be arranged in classroom style to facilitate discussion 
and to provide easy viewing of transparencies projected and newsprint 
hung in front. 

C. Teaching supplies and materials needed: 

1. Overhead projector and screen. 

2. Newsprint or large paper. 

3. Felt tip markers. 

4. Masking tape. 

5. Staff Training Package on Research Findings. 

6. Transparencies (see Appendix A for photoready copies). They include: 

a. Transparency #1 - Lifelong Learning Definition. 

b. Transparency #2 - Relationship of Categories of Facilitating 
.and Impeding Factors Affecting Adults Making a Commitment to 
Return to School. 
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c. Transparency #3 - Analysis of Commitment - The Case of Tom, 

d. Transparency #4 - Analysis of Commitment - The Case of Earl, 

e. Transparency #5 - Analysis of Commitment - The Case of Mary, 

7. Handouts (see Appendix B for photoready copies). For each of the 
handouts, select a different color if possible and record the color 
used for each handout in the appropriate sections of this training 
package. They include: 

a. Handout #1 - Workshop Agenda (color: )• 

b. Handout #2 - Admissions Model (color: )• 

c. Handout #3 - Components of Commitment Related to Admissions 
Process (color: )• 

d. Handout #4 - Levels of Commitment: Explanation and Implications 
(color: )m 

e. Handout #5 - Matrix for Analysis of Commitment (color: ) 



f. Handout #6 - The Case of Tom (color: )• 

g. Handout #7 - The Case of Earl (color: ). 

h. Handout #8 - The Case of Mary (color: )• 

i« Handout #9 ~ Matrix Worksheet for Analysis of Commitment 
(color: ). 

j. Handout #10 - Evaluation Form (color: J. 



Preparation for Workshop Leader 

A. Review entire training package well in advance of planned delivery date* 
6. Review appendices and relationship of content to delivery of training, 

C. Make arrangements for preparation of transparencies and duplication of 
handouts in sufficient quantity. 

D. Arrange for materials needed for training. 
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Suggested Agenda for Workshop (Based on a half day — three hours) 

I. Introduction of Training Session 

Time required: Ten minutes. 
Suggested time: 8:30 - 8:40 a.m. 

II. Educational Development Task #1, Adults Making the Commitmettt to 
Return to School 

Time required: Twenty minutes. 
Suggested time: 8:40 - 9:00 a.m. 

Ill • Commitment 

Time required: One hundred ten minutes. 
Suggested time: 9:00 - 10:50 a.m. 
Break: 10:50 - 11:00 a.m. 

IV. Conclusion of Workshop 

Time required: Ten minutes. 
Suggested time: 11:00 - 11:10 a.m. 

V. Evaluation of Workshop 

Time required: Twenty minutes. 
Suggested time: 11:10 - 11:30 a.m. 

Workshop Activities - Instructions for Leader 

I. INTRODUCTION OF TRAINING SESSION 

A. Time required: Ten minutes. 

B. Methods: 

1. Lecture and explanation. 

2. Group discussion. 

C. Objectives: 

1. Provide participants with opportunity to focus on lifelong 
learning concept as an introduction to the workshop. 

2. Inform participants of objectives and purpose of training 
session. 
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3. Provide participants an opportunity to explore their current 
understanding of cononittaent as a basis for understanding 
adults* decisions to return to school. 

D. Materials needed: 

1. Transparency #1, Lifelong Learning Definition (Appendix A). 

2. Handout #1 (color: ), Workshop Agenda (Appendix B). 

3. Overhead projector and screen. 

4. Newsprint or large paper. 

5. Felt tip markers. 

6. Masking tape. 

E. Specific preparation: 

1. Review agenda for program overview. 

2. Study workshop objectives relative to workshop content. 

3o Prepare a list of participants, particularly if outsiders are 
expected to attend* for introduction and documentation pur- 
poses. 

F. Steps for conducting introduction: 

1. Introduce yourself and give a brief overview of the workshop 
and any necessary arrangements made for the session. Distri- 
bute Handout #1 (color: ), Workshop Agenda. 

2. Introduce the concept of lifelong learning and explain how it 
relates to adults attending post secondary institutions. Use 
Transparency #1 to focus attention on definition and explain 
the key ideas that are underlined. 
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Transparency #1 
Lifelong Learning Definition 

Lifelong or self-directed learning involves the exercise - >£ personal 
initiative in organizing and developing self to meet the accepted chal- 
lenges or requirements necessary to achieve one's goals in life situations 
(informal learning) — or, as this may occur in formal learning settings, 
to achieve one's goals by meeting the requirements for success set by 
institutions that regulate and sanction recognition of competence. 



3. Present the three purposes of the workshop: 

a* To help staff develop an understanding of adult concerns 
related to admissions* 

b. To help staff develop and utilize more effective means of 
promoting adult learning during the admissions process. 

c. To help staff become more sensitive to the level of 
commitment expressed by adults with whom they are in 
contact* 

4. Provide an overview of the agenda. 

A. Use agenda to show how workshop is organized and to 
achieve workshop purposes. 

5. Ask participants to react to the concept of commitment and 
share their perceptions of what it means to them. 

a. Have them write their ideas about the concept of commit- 
ment on the reverse side of their agenda. Then have them 
think specifically about how these would apply to adults 
deciding to return to school. 

b. Ask participants to volunteer to share their ideas with 
you. Write main points on conference pad. 

c. When finished, hang sheets on wall for later reference. 
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II. EDUCATIONAL DEVELOPMENT TASK ADULTS MAKING THE COMMITMENT TO 
RETURN TO SCHOOL 

A. Time required: Twenty minutes, 

B. Methods: 

!• Lecture. 

2. Explanation. 

C. Objectives : 

1. Provide participants with background information on AEL Life- 
long Learning Program research on task #1. 

2. Share General Observations and Conclusions regarding adults 
during admissions process. 

3. Introduce Admissions Model as framework for analysis of 
admissions experiences and development of commitment. 

D. Materials needed: 

1. Staff Training Package on Research Findings ^ 

2. Transparency #1, Relationship of Categories of Facilitating 
and Impeding Factors Affecting Adults Making a Cononitment to 
Return to School (Appendix A). 

3. Overhead projector and screen. 

A. Handout #2 (color: ), Admissions Model (Appendix B) 

E. Specific preparation: 

1. Review research design, methodology, and findings (staff 
training package on research findings). 

2. Study General Observations and Conclusions. 

3. Review Admissions Model and be abl^to explain both the 
institutional and individual proce(fures associated with each 
step of the admissions process and the learning that can 
take place on the basis of adults formulating commitments 

F. Steps for conducting lecture and explanation: 

1. Provide a brief overview of the research design, methods, 
and findings. Use Transparency #2 in discussing specific 
factors. 
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2. Explain the following General Observations and Conclusions 
of the research study. 



a. Participation in the admissions process is contingent 
upon an adult being interested enough to initiate contact 
with an institution to get information about the programs 
offered and requirements for admissions. 

b. Motivation to become involved in a program includes one or 
more of the following reasons. Adults entering school want; 



(1 
(2 
(3 
(4 
(5 
(6 
(7 
(8 

(9 
(10 



To develop or improve specific job skills. 

To i.riprove employment status. 

To become independent and self^supportive . 

To improve their income. 

Help in career transition. 

To enhance prospects for initial employment. 

To pursue career or educational goals. 

To engage in career/educational exploration and 
planning. 

An opportunity for personal development. 
To avoid boredom, stagnation, etc. 



c. Adults, particularly those who are unsure about what they 
want, will delay making contact with the school or making 
application until late in the process and then find them- 
selves, usually during registration, in a situation where 
they need specialized help and counseling at a time when 
school staff does not have adequate time to talk with them. 

d. Adults will have access to and read infoiuation about 
admissions requirements and procedures, but will not 
necessarily understand this information or understand it 
in the way the institution intended. 

e. The admissions process is conceptualized and operated from 
primarily an institutional point of view. 

f. There is no systematic conceptualization of the admissions 
process that takes the individual as well the institu- 
tional perspective into consideration. 
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g. The admissions process is generally an aggregate of 
"successful" activities used and continuously refined or 
modified based upon informal estimates of their effective- 
ness. The admissions process is basically a pragmatic 
process open to change or modification based upon perceived 
needi problems encountered, and options for change that 
ere both available and feasible. 

h. There are no effective information management procedures 
to record and/or monitor the progress of adults in differ- 
ent stages of the admissions process. 

i. The admissions process can be a means for prospective 
students to learn about: 

(1) Their personal characteristics and attributes rela- 
tive to the requirements for entry into the insti- 
tution and a specific program. 

(2) Their prospects for meeting the requirements and 
being successful in specialized subject areas. 

(3) Their having the time needed to complete a course 
or program in the context of personal, faJiily, and 
work responsibilities. 

(4) Their building the conunitment to enter school based 
upon reliable knowledge about program requirements 
and confidence- their goals and ability to success- 
fully undertfif-: complete further education and 
training. 

j. The admissions process, when conceived as a learning pro- 
cess, can be a means for adults to transform more general 
interests in educalion and career enhancement into values 
and goe,le necessary in developing the commitment to return 
to school. Such a commitment, when comprehended and 
grounded in reliable information, can be stated in pro- 
grammatic terms (i.e., an adult applying to a specific 
school, entering a specific progr^ji, and seeking specific 
outcomes). This involves personal transformation achieved 
through the interactive clarifying of knowledge and value 
lo establish goals and develop a plan. A personal plan, 
as such, integrates knowledge about self, and the institu- 
tion and programs selected, with a concept of a more 
desirable future to enable the learner to describe how he/ 
she will be able to reach his/her goal. Learning, when 
viewed in r.his manner, illuminates the nature of commit- 
ment by structuring and energizing action in the present 
x;ith reference to the future. 
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3, Introduce Handout #2 (color: 



)» Admissions Model. 



a. Origin of model: The Lifelong Learning Program research 
efforts have resulted in the development of a model of 
the admissions process based upon: a review of profes- 
sional literature on college admissions; a study of the 
admissions process at each research site; the research 
findings on the critical factors that affect adults making 
the commitment to return to school; and the work on 
identification, development, and validation of task ii^l 
interventions. Tlie Admissions Model presents two basic 
sets of procedures, characterizing both the institutional 
and individual processes followed during admissions. The 
Model was developed and refined during each phase of the 
research for task #1. 

b* Institutional procedures: describe and explain how the 
procedures for each step of the process relate to your 
institution's procedures. You may add additional 
segments if appropriate. Be sure to remain consistent 
with the flow of the model. 

c. Individual procedures: describe and explain the learning 
that can occur at each step of the admissions process 
that will give adults more control over the decision to 
return to school. 

d. Relate to general observations and cc nclusions about adult 
learning and concept of commitment covered above in 2 e to 
the content of the Admissions Model. 



COMMITMENT 

A. Time required: One hundred ten minutes. 

B. Methods: 

1. Lecture and explanation. 

2. Small group discussions. 

3. Large group discussion. 

C. Objectives : 

1. Introduce LLP concept of commitment and explain importance 
of learning as a means of developing commitment* 

2. Examine the importance of commitment. 
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3, Examine the levels of commitinent and provide opportunity to 
use concepts in looking at specific adults interviewed during 
admissions process. 

Materials needed: 

1. Transpiirency #3, Analysis of Conmitment - The Case of Tom 
(Appendir A) • 

2. Transparency #4, Analysis of Commitment - Ihe Case of Earl 
(Appendix A) • 

3. Transparency #5, Analysis of Coimitment - The Case of Mary 
(Appendix A) • 

4. Handout #3 (color: ), Components of Commitment 

Related to Admissions Process (Appendix B) • 

5. Handout #4 (color: )^ Levels of Commitment: 

Explanation and Implications (Appendix B)« 

6. Handout #5 (color: ), Matrix for Analysis of 

Couimitment (Appendix £)• 



7. Handout #6 (colcr: 
S. Eaiidout #7 (color: 
9* Handout #3 v color: 



), The Case of Tom (Appendix B), 
.), The Case of Earl (Appendix B) 
), The Case of Mary (Appendix B) 



0 Handout #9 (colors ), Matrix Worksheet for Analysis 

of Commitment (Appendix B)^ 

Specific preparation; 

!• Study Handout #3 (color: ), Components o^ Commit- 
ment Related to Admissions Process, and Handout #4, iievels of 
Commitment: Explanation and Implications, until they become 
clear and you fael comfortable using them. Use the trans- 
parency oopy on pages 155-157 to make any additional notes or 
comments you need to make the examples more mc^aningful. 

2. Check to see that you have enough copies of Handouts #3-f8 
for each participant and that you have enough of #9 to give 
each participant three copies. 

3. Study each case (Tom, Earl, and 'Mary) and complete your own 
Matrix Worksheet. Resolve any differences you may have with 
the analysis presented on Transparencies ^3, #4, and #5. You 
should feel confident enough with each case to be able to lead 
a group discussion and help others understand the components 
and levels of commitment. 
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F. Steps for conducting lecture and small and large group discusr.ions: 

1. Introduction of the concept of coinmitment: 

Emphasize that participants are in daily contact with adults 
who are in the process of formulating a commitment — a commit- 
ment to return to school. Note that commitment in this 
context involves: (1) the level of knowledge achieved by an 
individual in conceptualizing a more desirable future, and 
(2) the affective intensity with which an individual pursues 
those future goals. In order to fully understand the nature 
of comiuli&ent, it is essential to knjw the level of one's 
integration of knowledge and affect with regard to one's 
plan for tlie future, and the individual's present involve- 
ment in following a plan to achieve goals. 

Note that commitment is a process and research has shown that 
the institution and staff do impact on that process, both 
positively and negatively. Indicate that it is hoped that 
by their understanding the process of commitment in relation 
to school, staff will be able to facilitate adults in their 
process of commitment. 

2. Components of commitment: 

a. Introduce the three components of commitment: knowledge, 
affect, and integration. Discuss the component^ in rela- 
tion to commitment to return to school. 

(1) Knowledge: includes information about relevant 
educational and occupational opportunities and 
requirements, and such things as finances, aid, 
institutional procedures, etc. 

Discuss the types of information that different staff 
can provide to adults during the admissions process. 

(2) Affect: includes awareness of personal factors (self, 
familial, and situational) that constitute important 
goals, values, and interests. 

Discuss the types of affective factors that typical 
adults might exhibit — use the r^jsults of the research 
on tack #1 to guide the discussion. 

(3) Integration: of knowledge and affecu includes meshing 
information and values in the development of a plan 
(in personally and institutionally relevant terms) as 
the basis for taking effective action. 
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b. After participants have a general understanding of the 

three components, discuss Handout #3 (color: ), 

Components of Commitment Related to the Admissions Process. 
Focus on the knowledge and affective components involved 
at each step, and the types of action resulting from inte- 
grating knowledge and affect. 

^ Break: Ten minutes. 



3. Levels of co'jiponent: 

a. Using Handout #4 (color: ), Levels of Commit- 
ment: Explanation and Implications, discuss the three 
levels of commitment which represent increasing levels of 
knowledge and affective awareness. 

b. Using Handout #5 (color: ), Matrix for Analysis 

of Commitment, discuss the interrelationship among the 
components and levels of commitment. 

c. Using the materials in Handout #6 (color: ), 

The Case of Tom, and Handout #9 (color: ), 

Matrix Worksheet for Analysis of Commitment, have the 
participants read the case of Tom. Discusc the levels of 
knovledge, affect, and integration reflected in Tom's case. 
Then review the completed commitment matrix for Tom (Trans- 
parency ^3). 



Transparency #3 

ANALYSIS OF COMMnWKT 
Jh9 C99t of To«i 



KnowU^lt Inf tration AfUctiv 





Includea InforMtion about rele- 
vant educational and occupational 
opportunitiea and reqvlreatnta 
and auch thinga aa flnanceai aid, 
Inatlttttlonal procedurea* etc. 


Includea aeahlnt Information and 
valuea In the foraulatlon of plan 
and taklnc effective action. 


fncludea cwareneaa of pcraonal 
(aelfi faalUali and altuatlon) 
factora that conatltute Important 
goala* valueai and Intereata. 


I 








II 








III 


y&tkid to no ont, LHUt kpia»!' 
Itdgt about kUtohtf. flnanCKA a 
bcMiitA, bat did not lUk <c 
anyont about iinancUt euLd, 
except vUvianM, 


Ui . bfmlk up on AkHU. 
Itit '*Jon biioM <eit^>fl. 
Sought no motion on ttOLch' 
Xns lUUoKif* Uo idtcL ufhut action 
to ta'ii tif AUotvt ioionciat 


Coat vtAtf gtntxal"QU a bvUvi 
tducatioK, ttack kUloKt/, kUp 
Aomtbodt/ ttit. 
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d. Divide the participants into groups of four or five. Using 

rhe materials in Handout #7 (color: ), The Case 

of Earl, and Handout #9 (color: Matrix Work- 
sheet for Analysis of Commitinent, have the participants 
read the case of Earl and complete the blank coran^^-'aent 
matrix form. Allow 20 minutes for completion of the exer- 
cise. Then have each group share their thinking and level 
designations for Earl*s knowledge, affect, and integration. 
Use Transparency #4 to guide the discussion and summary. 



Tr«ntptrcncy #A 

AHALYSIS or COWITMEKT 
Tht Cast of EtrX 



Includtt InforMtion about rtlt* 
vtnt tducttiontl and occupttiottl 
opportunititt and rtquir*«cntt 
•nd such thingt Hntnctt, aid, 
intt&tutiofitl proctdurct, ttc. 


Xncludtt Mthlng infornitlon and 
valuta In tht fomilation of i>Un 
and taklns tfftctivt action. 


XncXudta avartntaa of pwraonaX 
<atlf, familial, and aituation) 
factora that contribtitt important 
goala, valuta, and inttrtata. 


VtmotuUaXu knottlijiBt ei p^os^am, 
tMt Kt^uiKtmtnJU. AnAtUution, 
etc. Moi ^od UcksKound in 
ivminotos^/mtduiiUcM lo utppoU 
ckoict* Kfti good backgKound in 
math. 


Hoi iduvUiltd mjoK pAobttmi Md 
koA Kuou^cu to h&fuUt tktM, U 
auXonomotU mltH itto Aocixdt obtL" 
gatiofU* 


VtmoiUtAMLtU CJOnilitAAbtt 4tH 
knomUdgt, iiUtlUstnct, nnd 90U 
cmtiAing. SkmA maXjjxiJbf in 
CJommtKt OH ywui^CA AtudtnU, U 
moAt that lUviataKt, etc., could 
6c moAt diiilaUX, 















II 



III 



Repeat the previous exercise for the case of Mary using 

the materials in Handout #8 (color: ), The 

Case of Mary, and Handout #9 (color: ), Mi*trix 

Worksheet for Analysis of Commitment" if time permits. 
Use Transparency #5 to guide the discussion. 



Transparency 0b 



ANALYSIS Of COWlTKtrr 
The Caat of Hary 



rnovUdf Inf tratiow Affecttv 



I 



II 



III 



lnctwd«a inforMtiofi aWetit rate* 
vanc ttfvcatioiuit and occuHtioftat 
opporcunitita and rtquircwtnta 
and auch thinga aa flnancta, aid, 
inatitutiofial |>roctdurta, ttc* 


tftctudta Btahtng tnfomation and 
valuta in tht formiUtiofi of fUn 
and taking tfftctivt action. 


Inctudta avartntaa of ptraonat 
(attf, favitiat, and aituation) 
•.'^ctora that conatitutt IvporCant 
gftiU, vatuea, and inttrtata. 








Can $tt ciucottoft nttdtd io\ 
cwuitfil sob, UndtcLdtd on Apecc- 
iU i^o§wif but twins tontoAd 
tducatien, mkick KttAtu to ktA 
sob. 


Mo dtiOuXt pUn, but <'AttndA to 
t/ty a Aub/cctA and tktk AC/cct 


lU/ji AtjoXt, to keep w(d 
^' ix^rUng, ix-^u cKUdMh, koA 
^< ; Aupp9^C. ScAKtd dwung 
AlonA. 









f. Have participants review their original ideas about commit- 
ment listed on the newsprint sheets in activity I F 5. 
Discuss the relationship between their pre-training ideas 
and current knowledge about commitment as a summary for 
this activity. 



ERIC 



IV. ConclusioD of Workshop 

A. Time required: Twenty minutes,, 

B. Method: 

1. Lecture. 

C. Objective: 

1. Summarize key concepts presented in workshop. 

D. Materials needed: None. 

E. Specific preparation: 

1. £e able to elaborate on the key concepts presented in the 
workshop and listed below in F 1 and 2. 

F# Steps for conducting lecture: 
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A. 
B. 

C. 



D. 
E. 

F. 



1. Summary of Admissions Model — briefly summarize the Admissions 
Model emphasizing the adult perspective and the institutional 
requirements . 

2. Summary of commitment as it relates to adults and t'he Admis- 
sions Model — susnmarize the, components and levels of commit- 
ment related to adultp' returning to school using Handout #5 

' as a guide . 

3. Final comments and questions. 



.UATION OF WORKSHOP 
Time required: Twenty minutes. 
Hethods: 

K "''Use of Evaluation Forms. 

2. Brief explanation of the rationale of the evaluation. 
Objectives: 

1* To provide a method for participants to evaluate the session 
in a substantive way. 

2. Develop evaluation data on workshop impact and effectiveness. 

Materials needed: 

1. Handout #10 (color: ), Evaluation Form (Appendix B) 

Specific preparation: 

1. Study Evaluation Form and be prepared to answer questions if 
asked by individuals while completing form. 

Steps for conducting evaluation: . 

1. Distribute Handout #10 (color: ), Evaluatioti Form, 

and ask participants to fill out both sides. 

2. Respond individually to questions participants may have 
regarding evaluation questions. 

3. Allow adequate time for participants to fill out the forms. 
Have someone stand at each exit to collect the Evaluation 
Forms from each person as he/she leaves. 
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Appendix A: 



Workshop Transparencies 



1: 




3 
4 
5 
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Lifelong Learning Definition 

Relationship of Categories of Facilitating and Impeding Factors 
Affecting Adults Making a Commitment to Return to School 

Analysis of Commitment - The Case of Tom 

Analysis of Commitment - The Case of Earl 

Analysis of Commitment - The Case of Mary 





TRANSPARENCY #1 



LIFELONG LEARNING DEFINITION 

Lifelong or self -directed learning involves the exercise of 
personal initiative in organizing and developing self to meet 
the accepted challenges or requirements necessary to achieve 
one's qpa l^ .in life situations (informal learning)— or^ as 
this may occur in formal learning settings^ to achieve one's 
goals bv meeting- the r equirements for success set by insti- 
tutions that regulate and sanction recognition of competence. 



TRANSPARSNCT #2 
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RELATIONSHIP OF CATEGORIES OF FACILITATING AN)^ IMPEDING FACTORS 
AFFECTING ADULTS MAKING A COMMITMENT TO RET iN TO SCHOOL 



Facilitating Factor Categories 

Employment related motivators 

Finaacial assistance and improvement 

Institutional information, services, 
and offerings 

Institutional characteristics 



Personal motivators 
Encouragement from others 



impeding Factor Categories 

Financial difficulties 

Lack of information and services 



Confusion/unfamiliarity with insti 
tutional processes 

Apprehensions about self 

Handling multiple responsibilities 

Time management concerns 
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ANALYSIS OF COMMITMENT 
The Case of Tom 



Knowledge 

Includes information about rele* 
vant educational and occupational 
opportunities and requirements 
and such things as finances, aid, 
institutional procedures, etc. 



Integration 

Includes meshing information and 
values in the forxcTilation of plan 
and taking effective action. 



Affective 

Includes awareness of personal 
(self, familial, and situation) 
factors that constitute important 
goals, values, and interests. 



II 



III 



Talkzd to no - one. littlz knouo- 
todgz about kUtoKy. Finances a 
boAXviA, bwt did not taZk to 
anyom about iJuiancAjxt aXd, 
except vetQAan^. 



Uzed to bnii^h up on ^kitts. 
Lz^t oni^entatLon bzioKZ tuting. 
Sought no in^o^unation oh tmch- 
-oig hUtonif. No jUqjol vohat action 
to take to Ke^olve iinanciaZ 
pKobtem. 



GoaZ venxj geneJiaJL—get a bette/i 
education, teach hJUtonij, heJbp 
Somebody etse. 
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ERJC 



155 



ANALYSIS OF COMMITMENT 
The Case of Earl 



Kncviedge Integr a tion Affective 





inciuaes inronnauion aDOUU reie" 
vant educational and occupational 
opportunities and requirements 
and such things as finances » aid, 
institutional procedures » etc. 


Includes meshing information and 
values in the formulation of plan 
and taking effective action. 


Includes awareness of personal 
(£elf, familial, and situation) 
factors that contribute important 
goals, values, and interests. 


I 


o;tc. H(U good background in 
t^Jiminotogy/mzchcufUc^ to ^uppont 
choicz. Has good background in 
math. 


nCu6 AJOLZYlAA.f^A^KXl majOK pKODt^^Jfto CUICL 

ha4 KUouAcu to handlz thorn. U 
autonomou4i voiXk ^qjuo /^oqaaJL obti- 
gatioYib. 


VOJttOlfloZ/UltU COYlbAJXQAJXvJLZ -dCCfl 

knowlQjdgtf intziJUgoncz, and goat 
cQjfitVung. Shoijo/i matJUJiity in 
carmont on youngoJi ^tudzrvU. I4 
aiJOOAt that tUMotuJiZ, etc,, couZd^ 
be mo^.e di^^icjutt. 


II 








m 









156 



ANALYSIS OF COMMITMENT 
The Case of Mary 



Includes information about rele- 
vant educational and occupational 
opportunities and requirements 
and such things as finances, aid, 
institutional procedures, etc. 


Includes meshing information and 
values in the formulation of plan 
and taking effective action. 


Includes awareness of personal 
(selff familial, and situation) 
factors that constitute important 
goals, values, and interests* 








Can qqX zdiLcation naoAod ioK 
cuAAont job. UndzcAdod on 4pfccc- 

iit pKOQKm, but JiQjOiYVinQ tO^OAd 

QjducjiJA ion, (jokcali KoJLatoJi to hvi 
sob. 


No do^iuiitd pian, but int^ndU to 
tAy a ^ew 6abj2.ct6 and thzn ^ztzct 
pKoQnm. 


UumL ^taJid. Wan^ to feeep muid 
iunctLoning, Zovu cJUZdAQn, hoM 
family 6appoHt. ScoJiod diviinQ 
admi66ioyi6. 


1 







ox 
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Appendix B: 
Workshop Handouts 

> Colors Selected 

1: Workshop Agenda 

2: Admissions Model 

r^: Components rf Commitment Related to Admissions Process 

A: Levels of Commitment: Explanation and Implications 

5: Matrix for Analysis of Commitment 

6: The Case of Tom ^ 

7: The Case of Earl 

8: The Case of Mary 

9: Matrix Worksheet for Analysis of Commitment 

10: Evaluation Form 
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HAMDODT #1 
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SCHOOL 
LEADER 
DATE 



WORKSHOP AGENDA 



I. Introduction of Training Session 

Time required: Ten minutes. 
Suggested time: 8:30 - 8:40 a.m. 

II. Educational Development Task #1,. Adults Making the Commitmeat to 
Return to School 

Time required: Twenty minutes. 
Suggested time: 8:40 - 9:00 a.m. 

III. Commitment 

Time required: One hundred ten minutes. 
Suggested time: 9:00-10:50 aim; 
Break: 10:50 - 11:00 a.m. 




IV. Conclusion of Workshop 



Time required: Ten minutes. 
Suggested time: 11:00 - 11:10 a.m. 

V. Evaluation of Workshop 

Time required: Twenty minutes. 
Suggested time: 11:10 - 11:30 a.m. 
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AEL LIFELONG L:^ARKING ?WWJm. .'JDHISSIONS MODEL 



ADMISSIONS PROCESS 



STEP I 

INSTITUTIONAL PROCEDURES 



STEP 2 



STEP 3 



STEP 4 



STEP 5 



Recrultaenc Proceis 

Contacting Prospective 



Adult Students 



Contacting and Attract- 
ing Adults: 

(Through Students, 
Former Students, 
Staff, Media, etc.) 



INDIVIDUAL PROCEDURES 



Informing Prospective 
Adult Students 



Providing Information 

Providing Application 
Materials 

Responding to Questions 
Interviewing 



Induction Process' 



Evaluating Prospective 



Adult Students 



Receiving Application 

Inforoutlon: 
Application Forn, 
Transcripts, Medical 
Information, Test 
Results, Interview 
Data 

Counseling 

Receiving Requests for 
Financial Aid 



Admitting Adult Stu- 
dents 



Selecting 
Assigning Advisor 
Advising 
Orienting 



Registering Adult Stu- 
dents 

Starting Records 

Preparing Class Rosters 

Receiving Funds 

Assigning Resources, 
Staff, Room 



MATRICULATION PROCESS 



Monitoring Student Pro- 



gress 
Advising 

Reporting on Exceptions 

Counseling 

Tutoring 



ConnltsMnt Process 



Responding to Initial 



Information About 



Learning Opportunities 



Receiving Information 
on School and Programs 
Offered 

Responding by Making 
Written, Phone, or 
Personal Inquiry 

Assessing Relevance of 
General Information 

General Personal Fac- 
tors, Self Concept, 
Prior Learning Exper- 
ience, Interests, and 
Goals 

Personal and Family 
Circumstances 

Encouragement From 
Other Family, Friends, 
Students, Employer 

Referral by Education 
or Conaunlty Agency 



Exploring Personal 
Relevance of Program 
Options 
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Learning About Institu- 
tion and Programs: 
Location of School, 
Programs Offered, 
Admissions Staff, 
Counselors, Costs, 
Financial Aid, Trans- 
portation Options 

Exploring Personal Rele- 
vance and General Impli- 
cations of Information: 
Personal Goals, Family, 
Work, Health, sonal 
C risis, uther Interests 
aid Responsibilities 

Clarifying Options Re- 
garding Program Gradua- 
tion Requirements 

Exploring Implications 

for Future: 
Personal Growth, Em- 
ployment, Career, In- 
come, Standard of Liv- 
ing, Social Involvement 



Deciding to App for 



Progra 



Understanding Program 
Requirements and Making 
Tentf tive Program 
Selection 

Setting Personal and 
Career Goals 

Providing Personal 
Information 

Seeking Information 

Seeking Counseling 

Understanding Institu- 
tional Information 

Planning Finances, Stu- 
dent Loans, Financial 
Aids 



Finalizing Program 
Selection 



Receiving Academic 
Advising 

Understanding Learning 
Requirements 

Developing a Schedule 

Setting Learning Expec- 
tations 

Setting Time Expecta- 
tions 

Planning Transportation 
Arranging Finances 



Completing Registration 



Implementing Decision 
to Ret' 'n 

Completing Reglstatlon 
Process 

Getting Schedule 
Approved 

Paying Fees 

Organizing Family and 
Work Responsibility 

Organizing Self to 
Participate in Class 

Organizing Self to 
Study 

Implementing Transpor- 
tation Plans 

Purchasing Learning 
Materials 



Subsequent Vocational 
Development Tasks 



VDT #2— ^VDT #3— *-VDT #4 
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COMPONENTS OF COMMITMENT RELATED TO ADMISSIONS PROCESS 



Contacting Prospective Adult 
Students 


Informing Prospective Adult 
Students 


Evaluating Prospective Adult 
Students 


Admitting Adult Students 


jRegistering Adult Students 


Responding to Initial Infor- .xplorlng Personal Relevance 
matlon About Learning Oppor- jof Program Options 
tunltles i 


INDIVIDUAL PROCEDURES 
Deciding to Apply for Program 


Finalizing Program Selection 


Completing Registration 


R-icelve general Information 
on schools and programs 
offered. 

Referral -by education or 
coanunity agency. 


Obtain specific 'information 
about Institution and pro- 
grams (location of school, 
programs offered, admis- 
sions staff, counselors, 
costs, financial aid, 
traftsportatlon). 

Obtain Information about 
program graduation require- 
ments. 


KNOWLEDGE 

Understand program re^^ulre- 
ments and Institutional 
information. 

Obtain counseling infor- 
mation. 


Receive academic advising. 

lln 1*R ^ iinrt 1 A ti { n «"a/ii« '{ «"a_ 

ments. 


Develop class schedule and 
Iget necessary approval. 

Pay fees. 


Respond to Initial Informa- 
tion about learning oppor- . 
tunltles. ' 


Explore personal relevance 
of program options. 


INTEGRATION 

Malce tentative program 
selection and decide to 
apply. 


Finalize program selection. 


Complete registration process. 
Implement decision to return. 


Assess relevance of general 
Information. 

Examine general personal 
factors » self concept, prior 
learning experiences » Inter- 
ests » and goals. 

Consider family and personal 
circumstances. 

Consider reactions from 
other family, friends » stu* 
dents » and employer. 


Explore personal relevance 
and general Implications of 
Information (personal goals, 
family, work, health, per- 
sonal crisis, other Inter- 
ests, and responsj>>lIltles). 

Explore Implications fc.r 
future personal growth, em- 
ployment, career. Income, 
standard of Ilv/ng, social 
Involvement. 


AFFECT 

Set personal and career 
goals « 

Plan flRsnces, student 
loans, and financial aid. 


Set learning expectations. 
Set time expectations. 


Organize family ani work 
responsibilities. 

Orgenize self to participate 
in class. 

Organize self to study. 
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LEVELS OF COMMITMENT: EXPLANATION AND IMPLICATIONS 
Level I " Conmitted 

Individuals will resolve problems related to their entering school because 
they are conmitted. They will need information for planning and for deci- 
sions. 

They will benefit from ideas and advice but do not need to be convinced 
that it is in their best interest to return. 

They will use information and advice to reformulate and articulate their 
reasons and plan for going to school and justify their- decisions . 

Evidence or commitment that will be in their streu^th of goal — articulated 
in terms of personal values and in established program and occupational 
terms. 

Some of these individuals may already be lifelong learners. 
Conceptually, sp^eaking — this group of individuals is expected to be small. 
Some committed or morally autonomous persons will not elect school. 

Level II - Commitment Foreseen ? 

Level II individuals can be expected to have difficulties because they are 
not committed. Problems can have either a temporary or permanent delaying 
effect on their "returning" to school. 

Reaching commitment will require more information and greater comprehension 
of what is already known and clear personal values upon which to set goals. 

Many "undecided" students are at this level. 

Success with tasks II and III will be more difficult due to lack of commit— 
ment. This is because they are not certain why they are in school or 
exactly where they want school to take them. 

This group is expected to be large. 
Level III - Not Committed 

Most of these people will not make it through the admissions process. They 
have no basis for understanding education as a viable option. 

They have limited self knowledge and self confidence. 

They possess some information that is not integrated and self knowledge may 
be only at interests level. • \ 

bo 



MATRIX FOR ANALYSIS OF COMMITMENT 



K aovledge Integration [ Affective 





Includes information about rele- 
vant educational and occupational 
opportunities and requirements 
and such things finances, aid, 
institutional procevluras, etc. 


Includes meshin^' information and 
values in the formulation of plan - 
and taking effective action. 


JL.11 V» UWIC O OWOLdlCOO \J Mm LlC^oOilOli 

(self, familial, and situation) 
factors that constitute important 
goals, values, and interests. 


I 


Ha6 mponta}it in{^omouUon and 
KQ^dOQwizu /L^latlon6iUp^. Can 
^vaZuate. and 6i6e JbnponXayvt Inion,- 
mcution and dAj^H^ZQand un^po/utarvt 
in^omatLon. 


Ha6 plan ^oH, KetuAning to School 
and ij> tulUng e^J^Jec/tcve action. 
Plan and action ^uuUablz to handle. 
I 'tuatioYU> cixAAzntly boAng oxpoA- 
ImcQjd. I4 committed. 


Ha6 idzntllim important pzuonal 
iacto/iA and 7AtnbFJl\hoA nnaJ^A Inh 


II 


Ha6 4ome imponXawt inlonmaX>ion and 
hjdS rnxked out -6ome /L^lation&hip^. 
NeedA mo/iz inf^onmaZlon and to voo^k 
out dUc/iopanciLu in data, aZA2ady 
po66U6ejd. 


Ha/> gmoJiaZ plan ^oK KotixAnbig to 
school but It dou not coveJi all 
tmponxant contingenctu. Coru>~ 
diouA oi boAAteJU but no clzaJi 
concept oi wheJiz plan voilL go ok 
u)hat to do. Commit"te,nt ^oKUzzn. 


1-6 Qi^ioKz of 6ome impontayit peJUonaZ 
lactone and hoM ixLoxi^ about KoZa- 
ttoYuhtp^ among thm. 1-6 uyu^uAz 
oi ^ome, pzuonal lactone. 


III 


Vou not havz A/npo^tant inf^onma- 
t/[on OK KZdOQYiLzz /LoZatLon^htp 
cmong ^2t6 in^onmatton. Ha^ 
cui^^lcuZty dfit^jnlnJinQ wkat 
inlomatlon ^ modoxi ok in 
zvaZaating now in{^omatton. 


Ha/> iome -trfeod but no plan and iA 
not taking e<J<Jective action. 1-6 
uncommitted and po^^ibly ^tiZt 
exploring Kel.zvancz o^ important 
pojiMonal £actou and information. 


Ha6 idzYitiliod a {^m important 
poJiA^omZ ^actoK^ but iA unaware, o^ 
Kolationshtp^ among thm. 



IBS 
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THE CASE OF TOM 

Tom 16 a 40-year--old unemployed coal miner. He has a high school 
education and has applied to your institution because he. wants "to get a 
better education" and wants "to have better money coming in." Tom talked 
with his wife abou"" returning to school and she encouraged him. He did not 
talk with anyone from the school because he didn't know anyone and "just to 
jump in there and try to talk to somebody is kind of hard." 

Tom is a veteran and did talk with someone in the Veteran's Office and 
completed the paperwork for applying for veteran assistance. He did not 
complete the admissions process. He attended part of the orientation, but 
left before the placement testing began. He says he left because he needed 
to go to the library. He felt he needed "to brush up on this and I need to 
brush up on that." He thinks he will wait and start next term so he won't 
"be jumping in over my head... You can go there (library) and you can brush 
up on whatever you need to brush up on. Catch up with these high school 
kids tliat are just coming in; they're fresh out of high school/' Tom has 
been out of school for many years. 

Tom wants to go into a program that will prepare him to be an history 
teacher. He says that's his lifelong dream — to be a teacher. In order to 
be a history teacher, Tom thinks he needs "to brush up on all my history." 
He hasn't obtained any information about either teaching or the history 
program. 

Finances are a major problem for Tom. He has not sought any financial 
aid aside from veteran assistance. He doesn't know what he's going to do 
about finances. "It's kind of a barrier you have to get through one way or 
anothrr." 

Tom thinks he can do the required school work, saying, "My mental 
capacity is ready for it." The factor motivating him to return to school 
is "wanting to help someone else." 
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THE CASE OF EARL 



Earl Is a 20-year~old single automobile mechanic who is returning to 
school because he hasn't "been able to find decent work," He has applied 
to your school because it's close to home and accredited. He discussed 
returning to school with a vocational counselor and they considered the 
various schools Earl could attend. £arl says he's majoring in electrical 
engineering and thought "it would be a lot easier and a lot more beneficial 
to come here and at least get the basic courses out of the way." He has 
compared your school with major colleges in the state and "they ^re a lot 
bitger and there '55 a lot less time for the :\idividual and less chances for 
tutoring and all that." 

Earl attended orientation and took the required standardized placement 
tests. His test performance made him realize he could benefit from a 
"refresher" cour/5e in algebra, even though he has a strong mathematics 
background. 

Visualizing himself five years from now, Earl hopes to be working as 
an electrical engineer and working part-*"''me on a Master's degree. Elec- 
tronics ha3 been a long-time hobby and Earl describes having worked with 
toasters, stereos, etc. He knows he must complete advanced mathematics 
courses as well as physics and engineering principles. Although he doesn't 
anticipate having any difficulty with these types of courses, he acknow- 
ledges that other basic courses, such as literature, could be difficult for 
hici. He is aware of the tutors and special services that are available to 
students needing academic assistance* 

Earl has discussed his career plans wi.h a vocational counselor in the 
Army. While in the military, he completed some special training in the 
engineering field. 

Earl has talked with an academic advisor at your school, as well as 
other faculty members, and has obtained much information about the 
engineering program being offered. His father is an engineer and he has 
learned a lot about the field from him. Earl is attracted to the mental 
challenge of the field and realizes he may have to relocate to obtain a 
position in his chosen field. 

Earl anticipates taking four to six years to complete hia program. 
Although his job and a student loan pay for most of his expenses, finances 
are his primary concern. He isn't sure how he will work the financial 
issue out. Earl also indicates being somewhat annoyed by younger students 
who don't take education seriously and disrupt others' learning. However, 
he concludes that he has the IQ, love of the challenge, and the will to 
make it. 
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THE CASE OF MARY 



Mary is a 45-year~old married high school graduate who is employed and 
has three children. Mary is returning to school because "my kids are all 
through school and my mind was getting stale,,,! think it would be a good 
way to keep my mind functioning," Two of her daughters had attended your 
institution previously and encouraged her to attend. She a\.>o knows a few 
of the faculty members and has a co-worker who also attends the school, 

Mary indicates she had not had difficulty completing the admissions 
process although she "was scared to death," She did not attend orientation. 

Responding to where she sees herself five years from now, Mary responds 
"I really don't know," She thinks she will probably still be in her current 
job position, which requires a certificate for which she needs further 
education, Mary hasn't decided on a program of study yet, She'r planning 
to decide after she takes a few subjects, although she later admits she 
will probably go into some form of education. This relates to he-*- current 
position and she loves working with children. She says she doesn't know 
how long she will attend school, but she likes English, psychology, 
bookkeeping, and accounting, "I don't particularly care for math," 

Mary has gone through the catalog and has an idea of general require- 
ments. She doesn't think she is ready to talk with an academic advisor 
yet — until she decides what she wants to go into, 

Mary has her family's encouragement, and her employers, on returning 
to school. She says her work and school schedules will not conflict. She 
has no problems with finances since both she and her husband work and she 
has her own car so there are no transportation problems, Mary describes a 
school, work, and study schedule for herself which is realistix. 

Although Mary doeen't find the school work difficult, she admits it is 
hard getting back Anto the routine of studying and concentrating in the 
classroom. She says she is determined to make it through school and it has 
been very easy for her so far. 





MATRIX WORKSHEET FOR ANALYSIS OF COMMITMENT 





Knowledge 


Integration 


Affective 




Includes information about rele- 
vant educational and occupational 
opportunities and requirements 
and sucn things as finances » aid , 
institutional procedures, et(.. 


Includes meshing information and 
values in the formulation of plan 
and taking effective action. 


Includes awareness of personal 
(self, familial, and situation) 
factors that constitute important 
goals, values, and interests. 


I 








II 








III 
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INSTITUTION 191 

STAFF DEVELOPMENT WORKSHOP 
DATE 

Evaluation Form for Task #1 Intervention: 
Staff Traiaing Package: Adult Commitment 



1. Does the lifelong learning definition and the admissions process model 
describe learning experiences that adults need at each step of the 
admissions process in order to be committed to returning to school? 

Lifelong Learning Definition 

Check one: Yes No Why or why not? 



Admissions Process Model 

Check one: Yes No Why or why not? 




2. Does understanding the components and levels of commitment change the 
way you understand the task facing adults in formulating the commit- 
ment to return to school? 

Check one: Yes No Why or why not? 



3. Describe specific ways you, as a staff member, can assist adults 

during the admissions process in helping them formulate a commitment 
to return to school. 




-over- 
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4. What policy questions or issues ao you feel need to be addressed by 
your institution in relation to helping incomiug students foimulate 
the commitment to return to school? 

Issue #1: 



Issue f2: 



Issue #3: 



5« What additional information or training would you like to have in order 
to improve your own work with adults during admissions? 
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STAFF TRAINING PACKAGE: EDUCATIONAL PLANNING RESOURCE CENTER 

Introduction 

This intervention is a handbook that contains specific directions for 
conducting a special training session for faculty and staff on the use of 
an Educational Planning Resource Center during the admission rocess. 

It has been designed for faculty, student development staff, and 
librarians as an effective means for using career information resources* 
These resources include educational and occupational information useful in 
promoting adult learning during the admissions process. Staff training 
focuses on the use of these resources by counselors to facilitate adult 
learning through career exploration leading to the choic*? of a program or 
major and by academic advisors to promote occupational exploration as a 
means of helping adults clarify desired outcomes of their majors. 

The Educational Planning Resource Center scaff training package is for 
use either independently or as the third or fourth in the series of four 
training packages for professional staff. Smaller g'-oups for this workshop 
are recommended to insure availability of sufficient materials for use by 
workshop participants. Professional staff can be divided into two groups 
so that this i^taff training package and the package on adult cocmiitmettt can 
be delivered in concurrent sessions in both the a.m. and p.m. of the second 
day of training. 

This intervention supports the Educational Planning Course and has a 
direct relationship to the Educational Planning Resource Center (see The 
Admissions Process: Administrative Handbook). For career exploration 
activities during the admissions process, it also supports the audiovisual 
information programs — Academic Advising Process and Registration Process 
(see The Admissions Process: Audiovisual Information Development Guide). 
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Purpose and Objectives of Workshop 

The major purpose of this staff training package is f:o suppor'* efforts 
made by student development staff and faculty to help adult students 
identify educational goals through career exploration based upon the 
relationship to their personal characteristics and knowledge about work and 
to develop a plan of action that may involve further education as a means 
for accomplishing their goals. Specific objectives are to: 

• Provide organized up-to-date educational and occupational 
information. 

• Assist individuals in understanding themselves in terms of 
interest I temperaments, aptitudes, and other factors related 
to career and work. 

• Help individuals use information resources to clarify their 
goals<« 

• Promote student involvement in career planning and decision- 
niaking activities. 

• Provide an information support system for career counseling 
and acade:'.)ic advising functions. 

• Prepare individuals for life-role transitions. 

• Provide a setting where individuals can feel comfortable in 
exploring and examining their interests and goals in a 
iionthreatening environment. 

Selection of Workshop Leader 

To ensure that the above objectives are met, it is recommended that a 
person within your own institution be selected to conduct this training 
session. This person might be a student services staff member or th<» libra- 
rian or a career resource center technician, howe ;r, the leader should hav?. 
competencies in the following areas. 
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• Familiar with educational and occupational information 
resources. 

• Familiar with postsecondary and adult education curriculum 
and learning theory. - 

• Familiar with the admissions process, including student 
services and academic advising. 

• Effective communication skills in a workshop setting. 

It is further recommended that the leader deliver only this training 

package in any one day and be given at least, two days ; eparation time* well 

» 'i, . ' 

enough in advance to be able to become faiiiiiiar with the resources and to 

make specific arrangements for training materials. If two different training 

sessions are scheduled for the saae day, it is recommended that a different 

leader deliver the t'econd training package due to the amount of information 

to be coordinated and' delivered. 

Workshop Assumption 

The basic assumption of this wor'^shop is that staff members are 
competent to perform their educational responsibilities and can develop 
insight into the life problems of adults to help them accomplish the goal 
of Educational Developraent Task #1. An effective facilit^.tor or group 
leader will help participants draw on their own knowledge and experience in 
helping adults develop such commitment. 

It is important for the leader to have a basic attitude of trust in 
each participant's worth as an individual and each person's potential to 



*Additi;nal time will be required if your institution has not monitored their 
career resource center or organized its content based upon t^^ -ecommendations 
made in this training package. 
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contribute to the workshop. The leader should function as a facilitator, 
not transform workshop .activities into lectures or create the impression of 
being one who knows all the answers. The presenter should be able to elab- 
orate upon the workshop's outline with personal expertise and knowledge* 

Each participant needs to be regarded as one who is responsible, has a 
vital role in helping adults, and can add valuable input to the group's 
activities. Each should be eucouraged to engage in the workshop exercises 
through listening and sharing. Although part of the workshop necessitates 
lecture and giving information, group feedback and discussion should be 
encouraged whenever possible. 

While receiving ideas from others, participants can be actively , 
involved in what is happening and provide their own input. The goal of the 
facilitator is to introduce and cover the workshop concepts in an enjoyable, 
interesting, and creative manner. 

Institutional Resource Center 

It will be necessary to inventory and assess the status of educational 
and career resources held by the institution. See Appendix B for an Inven- 
tory Checklist. The results of this inventory will determine whether or 
not specific efforts should be made to organize and develop a resource 
center or if the existing resources are suitable to allow adapting them for 
use with this particular intervention. For additional information on educa- 
tional or career information resource centers, read the LLP intervention. 
Educational Planning Resource Center (see The Admissions Process: i.dminis- 
trativ^i Handbook) . 

A;, V 

■t/D 
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Also, to help establish the relevancy of the occupations related to 
ithe preparation provided ^«by your institution, it is recommended that a 
Field of Study-Worker Trait Group Chart be developed for display in the 
resource center for use with students. This chart is recommended as a part 
of ^his training program. For instructions on developing this chart> see 
Appendix C; 



Instructions for Workshop Planning 
Total Hours of- Workchop : Three . 

» . • ' . ■ 

Size of 'Workshop Group ' \ 

A. This training package has been developed for small groups of 15-24 
people. Participants include faculty, student development staff, and 
* library staff. 

Facilxcies and Materials Needed 

A. The training should be held ^in the room where the Educational Planning 
Resource Center (ePRC) is located with ample tables and chairs -to 
.ac.commodate participants. \ * 

B. The tables and chairs should be arranged in a U-shape in order to 
provide the leader with greater control over directing' group activities 

. and to make it easier to help individual participants. 

C. Teaching supplies and equipment needed: 

1. Pocket folders (9 2/3 x 11 1-/2) to hold handout materials for each 
participant. The,-fblder will fit a standard letter' size file making 
it possible for participants to refer to workshop inf'prmation easily. 
A file label with the title of the workshop can be placed along the 
front edge of the pocket folder to make easy reference possible. 

2. Workshop handouts (see Appendix A for photoready copies). For each 
of the handouts, select a different color if possible and record the 
color used for each handout in the appropriate sections of this 
training package. They include: 
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a* 


Handout 


#1 




b. 


Handout 


#2 


*- Admissions Model* 


c. 


Handout 


#3 


- Occupational Information Summary Sheet. 


d. 


Handout 


#4 


- Personalized College Major-Occupation Index.* 


e. 


Handout 


#5 


- Eva let ion Form. 



3. Filmstrip projector and screen. 

4. Work Activities Filmstrip.** 

5. Introduction to the Career Information System Filmstrip.** 

6. Copies of Dictionary of Occupational Titles (DOT) (1977 edition). 
*. Copies of Guide for ..Occupational Exploration (GOE) (1977 edition). 

8. Copies, of ^ Career Information System Guide (CxS Guide).** 

9. Copies of Worker Trait Group Guide (WTG Guide).** 

10. Work Activities Checklist.** 

11. Worker Trait Group Keysort Deck.** 

12. File Content Notebook.** 

13. Vertical File. 

14. Alphabetical Card File.** 

15. Worker Trait Group Index to Occupational Iv* format ion.** 

16. Personalised Field of Study-Worker Trait Group Chart.* 

17. Chalk. 

18. Chalkboard. 



*The?" materials will need to be developed by the leader. Instructic J 
are found in Appendix C. 

**These materials can be purct-^sed from Bennett-McKnight Publishing Company, 
809 West Detweiller Drive, Peoi. Illinois 61615. 
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Preparation for Workshop Leader 

A. Review entire training package well in advance of planned delivery date, 

B. Review handouts and relationship of content to delivery of training. 

C. Make arrangements for duplication of handouts in sufficient quantity. 

D. Arrange for materials needed for training. 

B. Develop College Field of Study-Worker Trait Group Chart and College 
Major-Occupation Index. (Instructions can be found in Appendix C.) 

Suggested Agenda for Workshop (Bated on a half day - three hours) 

I. It'^iroduction to Training Session ^'V^ 

Time required: Fifteen minutes. 
Suggested time:. 8:30 - 8:45 a.m. 

II. Research Findings 

Time required: Fifteen minutes. 
Suggested time: 8:45 - 9:00 a.m. 

III. Self Assessment for Identification of Worker Trait Groups 

Time required: Forty minutes. 
Suggested time: 9:00 - 9:40 a.m. 
^Br.eak: 9:40 - 9:50 a.m. 

IV. Introduction to the Educational Planning Resource Center 

Time reqrared: Fifteen minutes. 
Suggested time: 9:50 - 10:05 a.m. 

V. Basic Use of the Educational Planning Resource Center 

Time required: Twen'-y-f iv^ minutes. 
Suggested time: 10:05 - 10:30 a.m. 

VI. Exploring Educational Requirements for Worker Trait Groups and 
Occupations 

Time required: Thirty minutes. 
Suggested time: 10:30 - 11:00 a.m. 

VII. Conclusion of Workshop 

Time required: Fifteen minutes. 
Suggested time: 11:00 - 11:15 a.m. 
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VIII. Evaluation of Workshop 

Time reqaiied: Fifteen minutes. 
Suggested time: 11:15 - 11:30 a.m. 



Workshop Activities - Instructions for Leader 

I. INTRODUCTION TO TRAINING SESSION 

A. Time required: Fifteen miputes. 

B. Methods: 

1 . Introductions . 

. '2. Informal presentation of workshop. 

C. Objectives: 

K 

• " 1. To introduce the 'ajor purpose of the workshop. 

2. To create a positive atmosphere of interest, concern, and 
open communication — a comfortable setting for mutual adult 
learners. 

3. (optional) To allow the leader and participants to be 
introduced to each other if they work at different sites. 

D. Materials needed: 

1. Handout #1 (color: ), Workshop Agenda (Appendix A). 

E. Specific preparation: 

1 . Review ageuda for program overview. 

2. Study workshop obje*:tives relative to workshop content. 

3. Prepare a list of participants, particularly if outsiders 
are expected to attend, for introduction and documentation 
purposes. 

F. Steps fur conducting introduction: 

1^ Introduce yourself and give a brief overview of the workshop, 
its purpose, and any necessary arrangements made for the 
session. 
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2* Distribute Handout #1 (color: ), Workshop Agenda, 

and relate topics on agenda to objectives of workshop. 

3« Encourage participants to ask questions and express their 
expectations for looking at the use of the Educational 
Planning Resource Center. 

4* If different schools are represented, ask participants to 
introduce and identify themselves by descriptive or depart- 
mental division, specifically in relation to working with 
adult students. Ask each peroon to state one result he/she 
would like to have from the workshop 

5. Summarize the group expectations and relate these to the 
purposes of the workRhop. This will provide for a group 
consensus on the objectives of the session. 



RESEARCH FINDI^^GS 

A. Time required: Fifteen minutes. 
Methods: 

1. Brief, informal lecture. 

2. Group discussion. 

C. Objectives: 

1. To gain a general understanding of the research process 
utilized by AEL. 

2. To gain a better undCiu. "arming of adults going through the 
process of making a commitment to return to school. 

3. To understand the relationship between the research findings 
and program intervention development. 

D. Materials x>eeded: 

1. Handout #2 (color: __)> Admissions Model (Appendix A). 

E. Specific preparation: 

1. Review F ' a-e and be able to lead discussion. 

2. Review Handout #2 and be able to 'Explain general structure, 
i.e.i five stages, institutional procedures, and individual 
procedures. Steps 2 and 3 generally involve :ounselors 
while Step 4| and to some degree Step 5, involve academic 
advisors. 
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F. Steps for conducting lecture: 
1* Lecture: 

a- Use the following ideas to introduce the topic "Research 
Findings," Be sure to allow time for participant 
response and discussion as part of the exercise. 

b. The Appalachia Educational Laboratory's Lifelong Learning 
Program (LLP) addresses the basic problems of assisting 
adults to participate xn education and vocational- 
technical training under conditiois more favorable for 
their successful completion and eatry into employment 
or advancement in their career field. The major goal 
of the LLP is to improve adult learning during the 
admissions process as a basis for their making a commit- 
ment to return to school. 

The findings from the study on adults making the commit- 
ment to return to school form the basis for the EPRC. 
This intervention has been designed to enhance the affects 
of the facilitating factors and moderate the effects of 
the impeding factors identified in the research phase of 
Educational Development Task #1, "Adults Making the 
Commitment to Return to School." This intervention will 
address the following categories and specific facilitating 
factors identified by adults as critical. 

Major purpose for adults returning to school: 

(1) Employment improvement: 

(a) desire for better life, 

(b) become employed, 

(c) desire for future job security, 

(d) get a better job, 

(e) have a better future, 

(f) increase income, 

(g) have sufficient incomOj 

(h) opportunities for caree* exploration, 

(i) promotion or advancement 
(j) find satisfying employ^^.nt. 

(k) past work experience Retiring nowhere, 

(l) facilitate career change, 

(m) desire to be a professional, and 

(n) get off welfare. 

(2) Personal competence and better future: 

(a) personal improvement, 

(b) desire to succeed. 
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(c) fuither education^ 

(d) r^^ve something meaningful to do, 

(e) get a degree, 

(f) knowing what he/she wants out of life, 

(g) being more mature, 

vh) be able to do something well, and 

(i) set example for children. 

This intervention will also address the specific impeding 
factors that adults identified as being critical. They 
are : 

(1) Being undecided about career or occupational goals. 

(2) Being undecided about personal and program goals. 

(3) Lack of career plan. 

c. Distribute Handout #2 (color: ), Admissions 

Model. Explain the Admissions Model and its structure. 

d. An important concept of the LLP is that the admissions 
process becomes a learning experience for adults making 
a commitment to return to school. Therefore, during 
Steps 2-4 of the Admissions Model, adults will have this 
opportunity by being introduced to the EPRC through 
counseling or academic achievement activities. 

e. Through the use of the EPRC, adults will be able to 
identify their personal characteristics and relate these 
characteristics to the world of work. In addition, 
their exposure to occupational information within an 
organized system will broaden their view of various 
academic and vocational alternatives open to them. 

SELF ASSESSMENT FOR IDENTIFICATION OF WORKER TRAIT GROUPS 
A- Time required: Forty minutes. 

B. Methods: 

1. Informal lecture. 

2. Group exercise and discussion* 

C. Objectives : 

1. To bring about an understanding of how personal characteris- 
tics relate to the world of work. 
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2m To establish concepts and language ahout the world of work 
that would enable participants to des'^ribe their interests 
in terms that would allow for meaningJuUl career exploration, 

3. To introduce the Worker Trait Group stri-^ture as the frame- 
work for exploration. 

4. To introduce resource documents and materials that would 
facilitate career exploration. 

5. To introduce resource documents and materials that would 
enable participants to relate career interests to educa- 
tional programs. 

Materials needed: 



1. 


Dictionary of Occupational Titles (DOT). 


2. 


Guide for Occupational Exploration (GOE). 


3. 


Career Information System Guide (CIS Guide). 


4. 


Worker Trait Group Guide (WTG Guide). 


5. 


Work Activities Filmstrip. 


6. 


Film projector and screen. 


7. 


Work Activities Checklist. 


8. 


Worker Trait Group Keysort Deck. 



Specific preparation: 

1. Become familiar with the DOT, GOE, and WTG Guide in order 
to present a brief overview of each. 

2. Preview the Work Activities Filmstrip. 

3. Use the WTG Guide, page 407, Appendix A, to become familiar 
with the Work Activities definitions. 

4. Read page two of the Work Activities Checklist and then take 
the checklist. 

5. Read pages 68-72 in the CIS Guide and practice using the 
keysort deck in order to demonstrate its use. 

Steps for conducting lecture and activities: 

1. Introduce the DOT, GOE, and WTG Guide. Give a brief over- 
view of their format and use. 
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2. How do we identify our personal characteristics — our 
interests — and relate these intare: ""s to the world of work? 
We all have preferences for certain types of activities and 
these preferences can be used to develop a broader under- 
standing of the world of work and to explore occupations* 

If you work in an occupation that involves activities you 
enjoy, you are more likely to be satisfied. Well, how do we 
develop our preferences? Through our experiences, rather it 
be leisure time expediences or work experiences. And, it is 
from these experiences that we learn about our likes and 
dislikes — in other words — our interests. This is the key to 
career exploration — being able to identify our interests and 
relate these interests to groups of occupations. 

There are 12,099 occupational descriptions in the Dictionary 
of Occupational Titles . However, all of the work tasks 
related to these occupations have been broken down by the 
Department of Labor into ten different types of activities 
related to both work and leisure. 

The filmstrip you are about to see will explain each work 
activity and give examples of related occupations. 

3. Show the Work Activities Filmstrip. 

4. Have participants turn to page 408 in the WTG Guide. Read 
alouc Activities 1-4 and have group relate their personal 
experiences to each one. (Leader may have to give an 
example to start discussion, such as for Activity 1 an 
example would be mowing grass.) 

5. Give each person a Work Activities Checklist. Have them read 
the ins v.. uc': ions at the top of page 3, complete the checklist, 
and rank order their preferences from first to last choice. 

Break: Ten minutes. 

6. To find Worker Trait Groups related to work activity prefer- 
ences, have participants read and follow the instructions a-e 
on page 2 of their Work Activities Checklist. 

7. As an option to. the above procedure, demonstrate the keysort 
deck. Demonstrate the Or, And, and Negative sorts using the 
first three preferences from a participant's checklist. Also 
demonstrate how the keysort deck can be used to sort on 
several different variables. 

8. Have participants read the detailed description for the 
Worker Trait Group of their choice in the WTG Guide and from 
the occupations listed at the end of the descriptions tenta- 
tively select one for further exploration. 



188 



206 
VI. 



INTRODUCTION TO THE EDUCATIONAL PLANNING RESOURCE CENTER 



A. Time required: T/.fteen minutes* 

B. Method: 

1 • Demonstration* 
C* Objective: 

1* To become familiar with the CIS physical components and 
their use* 

D* Ha(:er.lals needed: 

1* File Content Notebook* 

2* Vertical File* 

3* Alphabetical Card File* 

4* Worker Trait Group Index to Occupational Information* 

E* Specific preparation: 

1* Read "Touring the Career Information System'* in the, CIS 

Guide on pages 3-15* This will familiarize the leader with 
the Career Information System based upon the Worker Trait 
Group arrangement* 

2* Review stepd F ^ d-d and become familiar with each component* 

F* Steps for conducting demonstration: 

1* Explain that the A£L Career Information System, based on 
the Worker Trait Group Arrangement of the GOE, is the 
structure used to organize the Educational Planning Resource 
Center* 

2* Explain the four physical components used to enter the system* 

3* Introduction of CIS physical components* 

a* Explain the File Content Notebook using the following 
explanation* (As you explain the noteboolc, hold it up 
for participants to see.) The File Content Notebook is 
a 3-ring notebook organized by the 12 Career Areas and 
66 Worker Trait Groups* All looseleaf occupational 
materials that are filed are entered into this notebook 
under the proper Career Area or Worker Trait Group 
number* 
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In addition, there is a supplemental section located in 
the back where available audiovisuals and bound books 
are recorded* 

b. Explain the Vertical File using the following explanation. 
(60 to file drawer and pull it open and pull out xnaterials 
to be discussed.) The Vertical File is usually a two or 
four drawer file cabinet, depending upon the amount of 
looseleaf materials to be filed. The drawers are also 
organized by the 12 Career Areas and 66 Worker Trait 
Groups. Omnibus materials (containing information about 
more than one occupation) are filed behind the proper 
Career Area number and looseleaf briefs or pamphlets are 
filed behind the proper Worker Trait Group number. 

c. Explain the Alphabetical File Cards using the following 
explanation. (Use Alpha Card File and pull out cards as 
you explain vhat the card contains.) The Alphabetical 
File contains two cards for all resources in the system. 
A main title card gives the DOT title for the material, 
the Worker Trait Group and DOT numbers, and a checkmark 
if information about that occupation appears in the 
Vertical File, the Occupational Outlook Handbook , or 

the Encyclopedia of Careers . It also contains the code 
numbers for accbss to information contained in bound 
books, audiovisual"), computerized systems, etc. The 
second card is an alternate title card. It serves as a 
cross-reference to the main title card. 

d. Explain the Worker Trait Group Index to Occupational 
Information using the following explanation. (Hold up 
and open Worker Trait Group Index to Occupational Infor*~ 
nation.) The Worker Trait Group Index to Occupational 
Information contains indexes to other occupational 
information systems and it is organized by Worker Trait 
Group numbers. An index page would usually consist of 
fouj: columns. Under the first column, the Uorker Trait 
Group number would appear, followed by the DOT main 
title, the DOT number, and the access code for the publi- 
cation indexed. Also under the DOT main title, the title 
used in the publication or system would be listed if 
different from the DOT title. 



BASIC USE OF THE EDUCATIONAL PLANNING RESOURCE CENTER 

A. Time required: Twenty-five minutes. 

B. Method: 

!• Informal lecture. 
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C. Objective: 

!• To learn how to use all resources in the EPRC organized by 
the Worker Trait Group arrangement for exploring Worker 
Trait Croups and to identify specific occupations. 

D« Materials needed: 

!• Introduction to the Career Information System Filmstrip. 

2» Filmstrip projector and screen. 

3. Handout #3 (color: ), Occupational Inforaation 

Summary Sheet (Appendix A). 

4. Worker Trait Group Ir.dex to Occupational Information. 

5. File Content Notebook. 

6. Vertical File. 

7. Alphabetical Card File. 

E. Specific preparation: 

1. Preview filmstrip. 

2. Review Steps F 2 a and Steps 3 and* 4* 

F. Steps for conducting lecture: 

1. Show the Introduction to the Career Information System 
Filmstrip. 

2. Explain how to enter the system from preferred Worker Trait 
Groups as well as from a specific occupational title. Use 
the following explanation. 

a. After self-assessment and Worker Trait Groups have been 
identified fcv further exploration, individuals would 
use the File Content Notebook and look for all the 
occupations related to the WTG being explored. After 
identifying occupations for exploration^ they would go 
to the "^irtical File where occupational briefs are filed 
by V ^mbers. After reading the briefs for occupations 
they nave an interest in, they would use the Worker Trait 
Group Index to Occupational Information. Check each 
index, using the WTG number being explored, •:o look at 
occupations related to those Worker Trcit Groups. Then, 
they would use the page number or access code listed to 
locate information in the publication or co'nputerized 
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system. After identifying specific occupations for 
further exploration, they would use the Alphabetical 
Card File, look up the occupational title, and note 
other resources available in the system related to that 
occupation* 

b. When individuals have a specific occupational title in 

mind, they would enter the system through the Alphabetical 
Card File. The Alpha Card lists all resources in the 
system for a specific occupation. Therefore, the user 
can obtain the WTG number and systematically go to all 
resources in the center pertaining to dat occupation. 

3, Distribute Handout #3 (color: ), Occupational 

InforVuation Summary Sheet. Explain that the sheet is used 
for each occupation being explored to help in narrowing down 
to a choice of a specific occupation by looking at the pro's 
and con's, 

4. Have participants use the occupational titleCs) they chose 
for further exploration from the Work Activities exercise 
and use the EPRC for exploration and record the information 
on their occupational information summary sheet. 



EXPLORING EDUCATIONAL REQUIREMENTS FOR WORKER TRAIT GROUPS AND 
OCCUPATIONS 

A. Time required: Thirty minutes. 

B. Methods: 

1 . Demonstration. 

2. Discussion. 

C. Objectives: 

1. To learn to use the Field of Study-Worker Trait Group Chart 
to identify college majors related to Worker Trait Groups. 

2. To learn to use the College Major-Occupation Index to iden- 
tify occupations related to college majors. 

3. To identify college majors and programs in a specific insti- 
tution related to preparation requirements for Worker Trait 
Groups or specific occupations. 
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D« Materials needed: 

1. Personalised Field of Study-Worker Trait Group Chart (see 
Appendix C for instructions on how to develop this chart 
for your institution) • 

2. Handout #4 (color: ), Personalized College Major- 

Occupation Index (Appendix A). (See Appendix C for instruc- 
tions on how to develop this index for your institution.) 

E. Specific preparation: 

1. Develop and have ready for use the personalized Fields of 
Study-Worker Trait Group Chare for your institution. 

2. Develop and have ready for use Handout #4, the personalized 
College Major-Occupation Index for your institution. 

3. Study F 1 a-i and 2 a-e and become familiar with the chart 
and index in order to demonstrate their use and answer 
questions. 

F. Steps for conducting demonstration: 

1. Use the personalized Field of Study-Worker Trait Group chart; 
hang it up front so everyone can see. 

a. Ask a participant for one of their preferred Worker Trait 
Group numbers. 

b. Find that Worker Trait Group number across the top of the 
chart and tell group the Worker Trait Group title and 
number. 

c. Explain that for institutions only offering associate 
and baccalaureate programs, there would be 47 out of 66 
Worker Trait Groups listed. Therefore, not all WTG 
numbers will be listed. 

d. Run your finger down the column under that WTG number 
until you find an "x." 

e. Then, from the "x," go across the chart to the Fields of 
Study. Read the Field of Study title. 

f. Explain that when an "x" .appears in a cell that means 
there is a direct relationship between the Worker Trait 
Group and a Field of Study or major. 

g. Explain that the chart can be used to identify Worker 
Trait Groups related to a chosen major. 
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h. Demonstrate by picking a major listed on the chart and 
then go across the chart until you find an "x" in a cell. 
Then go up the chart from the "x" to identify the related 
Worker Trait Group. 

i. If time permits, have participants come up and use the 
chart* 

2. Distribute Handout #4 (color: ), the personalized 

College Major-Occupation Index, 

a. Explain the index structure, i.e., that the index con- 
tains two sections* 

(1) The first section is an alphabetical listing of 
occupations related to the majors offered by your 
institution* This listing also includes the WTG 
number, related major title, and page number 
where that major and a complete listing of occupa- 
tions organized by related WTGs can be found* 

(2) The second section is organized by the major titles 
and includes a complete listing of occupations 
organized by related Worker Trait Groups* 

b* Explain that the first section is used if you are 

exploring by an occupational title to identify related 
majors and Worker Trait Groups* 

c. Explain that the second section is used to identify 
related occupations and Worker Trait Groups for a 
selected or preferred major* 

d* Have group use the occupational title(s) from their Occu- 
pational Information Summary Sheet and use the index to 
identify related majors* 

e* Have group make a list of specific occupations and their 
DOT numbers for further exploration* 



VII. CONCLUSION OF WORKSHOP 



A* 



Time required: Fifteen minutes. 



B. Methods: 



1. 



Informal lecture. 



2. 



Discussion. 
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C. Objectives: 

1* To summarize major concepts and points presented in the 
workshop. 

2. To bring a sense of closure to the day's activities. 

3. To emphasize the importance of students utilizing the 
EPRC during the admissions process. 

D. Materials needed: 

1. Chalk. 

2. Chalkboard. 

E. Specific preparation: 

1. Review F 1-4 to become familiar with lecture content. 

2. Have questions ready to help participants think of ideas 
for use of the EPRC. 

F. Steps for conducting lecture and discussion: 

1. The EPRC intervention has been designed to assist students 
in identifying potential career fields related to their 
interests and abilities and to assist them with their educa- 
tional planning. It can be a powerful tool for counselors 
and instructors when working with adults vho are undecided 
about personal and program goals and lack career plans. 

The resource center provides the opportunity for students 
to identify their person&l characteristics, such as inter- 
ests, through self-assessment activities and then relate 
this knowledge to the world of work. And it is these types 
of experiences that help students to broaden their horizons 
and set goals that will lead to more meaningful careers. 

Faculty members should take time to visit the resource center 
and become familiar with the materials available. 

2. Mention use of the EPRC as part of the Educational Planning 
Course. This course is designed for use with adults priox: 
to becoming involved in the admissions process. 

3. Ask participants for ideas and suggestions on how th^y could 
use the EPRC in working with adults during the admissions 
process* 
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a. By student development staff in helping adults in 
deciding whether or not to return to school and in 
selecting a major* 

b. By academic advisors in helping adults explore the edu- 
cational requirements and possible occupational outcomes 
of their choice of major. 

4. How the EPRC could be u ^d after admissions to help support 
the student development services and individual prograni. 

VIII. EVALUATION OF WORKSHOP 

A. Time required: Fifteen minutes. 
' B. Methods: 

1. Use of Evaluation Forms. 

2. Brief explanation of the rationale of the evaluation. 

C. Objectives: 

1. To provide a method for participants to evaluate the session 
in a substantive way. 

2. To collect data on what participants feel are the basic 
issues to be addressed in making appropriate changes at 
their respective institutions. 

D. Materials needed: 

1. Handout #5 (color: ), Evaluation Form (Appendix A). 

E. Specific preparation: 

1. Study Evaluation Form and be prepared to answer questions if 
asked by individuals while completing form. 

F. Steps for conducting evaluation: 

1. Distribute Handout #5 (color: ), Evaluation Form, 

and ask participants to fill out both sides. 

2. Explain the purpose and rationale of the evaluation. 

3. Allow adequate time for participants to fill out the forms. 
Have someone stand at each exit to collect an Evaluation Form 
from each person as he/she leaves. 
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Appendix A: 
Workshop Handouts 

Colors Selected 

1: Workshop Agenda 

2: Admissions Model 

3: Occupational Information Sur.nnary Sheet 

4: College Major-Occupation Index 

(to be developed by leader) ^ 

5: Evaluation Form 
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HANDOUT f 1 




SCHOOL 

LEADER 

DATE 

WORKSHOP AGENDA 



I. Introduction to Training Session 

Time required: Fifteen minutes. 
Suggested time: 8:30 - 8:45 a.m. 

II. Research Findings 

Time required: Fifteen minutes. 
Suggested time: 8:45 - 9:00 a.m. 

III. Self Assessment for Identification^ of Worker Trait Groups 

Time required: Forty minutes. 
Suggested time: 9:00 - 9:40 a.m. 
Break: 9:40 - 9:50 a.m. 




IV. Introduction to the Educational Planning Resource Center 



Time required: Fifteen minutes. 
Suggested time: 9:50 - 10:05 a.m. 

V. Basic Use of the Educational Planning Resource Center 

Time required: Twenty-five minutes. 
Suggested time: 10:05 - 10:30 a.m. 

VI. Exploring Educational Requirements for Worker Trait Groups and 
Occupations 

Time required: Thirty minutes. 
Suggested time: 10:30 - 11:00 a.m. 

VII. Conclusion of Workshop 

Time required: Fifteen minutes. 
Suggested time: 11:00 - 11:15 a.m. 

VIII. Evaluation of Workshop 

Time required: Fifteen minutes. 
Suggested time: 11:15 - 11:30 a.m. 
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AEL LIFELONG LEARNING PlHhH ADMISSIONS MODEL 



ADMISSIONS PROCESS 



STEP 1 

INSTITUTIONAL PROCEDURES 



STEP 2 



STEP 3 



STEP 4 



STEP 5 



MATRICULATION PROCESS 



Recrultnent Process 

Contacting Proapectlvc 



Adult Sftudenti 



Contacting and Attract- 
ing Adults t 

(Through Students, 
Former Students, 
SLaff, Media, etc*) 



INDIVIDUAL PROCEDURES 



Informing Prospective 
Adult Students 



Providing Information 

Providing Application 
Materials 

Responding to Questions 
Interviewing 



— >' Induction Process — 

Evaluatlnc^ Prospective 
Adult Students 



Receiving Application 

Informations 
Application Form, 
Transcripts, Medical 
Information, Test 
Results, Interview 
Data 

Counseling 

Receiving Requests for 
Financial Aid 



Admitting Adult Stu- 



dents 



Selecting 
Assigning Advisor 
Advising 
Orienting 



Registering Adult Stu- 
dents 



Monl«:orlng Student Pro- 



Starting Records 

Preparing Class Rosters 

Receiving Funds 

Assigning Resources, 
Staff, Room 



gress 
Advising 

Reporting on Exceptions 

Counseling 

Tutoring 



Comnltnent Process 



Responding to Initial 



Information About 



Learning Opportunities 



Receiving; Information 
on School and Programs 
Offered 

Responding by Making 
Written, Phone, or 
Personal Inquiry 

Assessing Relevance of 
General Information 

General Personal Fac- 
tors, Self Conc^ipt, 
Prior Learning Exper- 
ience, Interests, and 
Goals 

Personal and Family 
Circumstances 

Encouragement From 
Other Family, Friends, 
Students, Employer 

Peferral by Education 
or Community Agency 
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Exploring Personal 
Relt'.vance of Program 
Options 



Learning About Institu- 
tion and Progr^JBS: 
Location of School, 
Programs Offered, 
Admissions Staff, 
Counselors, Costs, 
Financial Aid, Trans- 
portation Options 

Exploring Personal P.ele- 
vance and General Impli- 
cations of Information: 
Persons t Goals, Family, 
Work, Health, Personal 
Crisis, Other Interests 
and r.ssponsibilities 

Clarifying Options Re- 
garding Program Gradua- 
tion Requirements 

Exploring Implications 

for Future t 
Personal Growth, Em* 
ployment. Career, In- 
come, Standard of Liv- 
ing, Social Involvement 



Deciding to Apply for 



Program 



Understanding Program 
Requirements and Making 
Tentative Program 
Selection 

Setting Personal and 
Career Goals 

Providing Personal 
Information 

Seeking Information 

Seeking Counseling 

Understanding Institu- 
tional Information 

Planning Finances, Stu- 
dent Loans, Financial 
Aids 



Finalizing Program 
Selection 



Receiving Academic 
Advising 

Understanding Learning 
Requirements 

Developing a Schedule 

Setting Learning Expec- 
tations 

Setting Titi'e Expecta- 
tions 

Planning Transportation 
Arranging Finances 



Cotjpletlng Registration 



Implementing Decision 
to Return 

Completing Reglstatlon 
Process 

Getting Schedule 
Approved 

Paying Fees 

Organizing Family and 
Work Responsibility 

Organizing Self to 
Participate in Class 

Organizing Self to 
Study 

Implementing Transpor- 
tation Plans 

Purchasing Learning 
Materials 



Subsequent Vocational 
Development Tasks 



VDT #2— *-VDT #3— *-VDT i^A 



to 
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OCCUPATIONAL INFORMATION SUMMARY 
Title of Occupation WTG f DOT # 



Directions ; As yoii read the information about an occupation, write down a 
summary of the important points related to the following categories. You 
may need more than one source to find all the information, 

Source/Reference 

Specific Work 
Performed 



Specific Skills 
Acquired 



Work Setting 



Employment 
Outlook 



-over- 
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Advancement 
Opportunities 



Education, 
Training, 
and Entry 



Other Personal 
Qualifications 



Salary and 
Benefits 



HAHDODT #5 H^^je 
Title 
Division 
Department 
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INSTITUTION 

STAFF DEVSLOPHENT WORKSHOP 
DATE 

Evaluation Form for Task #1 Intervention: 
Staff Training Package: Educational Planning Resource Center 



1. Wlmt are some of the specific problems with your present EPRC? 
a: 



c: 



d: 



2. Wliat do you feel needs to be done to correct these problems? 



3. Wliat are your general reactions to the research findings discussed 
earlier as the basis for the development of this intervention? 
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4. Does understanding how the use of the EPRC with adults during the 

admissions process help you realize the need to promote adult involve- 
ment in career planning and decisionrOiaking activities? 

Check one: Yep No Why or why not? 



5. What policy questions or issues do you feel need to be addressed by 
your school in assisting adults returning to school? 

lb sue #1: 



Issue #2: 



Issue #3: 



6. Describe specific ways you> as a staff member, can assist adults during 
the admissions process in helping them formulate a coiamitment to return 
to school. 



7. What additional information would you like to have with regaru to adults 
during the admissions process? 
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Appendix B: 
Inventory Checklist 
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INVENTORY CHECKLIST 



The following is a list of occupational information resources found in a 
career resource center* Use this list to assess the resources in your 
institution's library or career resource center. 



Occupational Briefs 



Bound Publicatrons 



Careers 

Largo, Florida 

Chronicle Guidance 
Maravia, New York 

COPS System Career Briefs 

OCCU-FILE MINI-BRIEFS 
Los Alamitos, California 



Career Booklets 



Arco Publishing Company 
New York, New York 

Butterick Publishing Co. 
New York, New York 

Finney Company 
Minneapolis, Minnesota 



Occupational Outlook Handbook 

Years: 
Washington, DC 

Dictionary of Occupational Titles 
Washington, DC 

Guide for Occupational Exploration 
Washington, DC 

Encyclopedia of Careers (1984) 
Ferguson Publishing Company 
New York, New York 



Audiovisuals 
(List) 
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Computerized Svstem(s) Community Resources 
(List) Yes No 



If yes, list categories, i.e., speakers, 
shadowing, etc. ) 



Miscellaneous 

(List other resources not on 
checklist, i.e., bound books 
on a specific occupation) 
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Appendix C: 

Instructions for Developing a Field of StudyVorker Trait Group Chart 

and 

Instructions for Developing a College Major-Occupation Index 
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INSTRUCTIONS FOR DEVELOPING A FIELD OF STUDY-WORKER TRAIT GROUP CHART 

FOR YOUR INSTITUTION 



Students will use the Field of Study-Worker Trait Group Chart to quickly 
identify majors or programs at your institution to explore or that can help 
them reach their career goals* It is highly recommended that you develop 
this chart in order to direct student attention to Field of Study-Worker 
Trait Group relationships that represent local educational opportunities. 

The chart hf:s the Worker Trait Groups that relate to your educational pro- 
grams across the top and majors listed down the side* Such a chart shows 
at a glance the relationships of your institution's educational programs 
and the vorld of work* The accompanying indexes will show detailed listings 
of the specific occupations that are related to your majors* 

You can develop the chart by following these procedures: 

1* Identify Worker Trait Groups (WTGs) related to the type of programs 

offered by your institution* If your institution has vocational, tech- 
nical, associate, and baccalaureate or transfer programs, you would 
list all 66 WTGs across the top of the chart* If your institution only 
offers the associate and baccalaureate programs, you would list 47 WTGs 
across the top* (See the Worker Trait Groups Related to Associate and 
Baccalaureate Programs on page 233*) 

2* Identify occupations related to the subject areas offered at your 
institution* You can accomplish this task by: 

a* Have faculty members submit a list of occupations pertaining to 
their subject matter* 

b* Use the alphabetical listing of occupational titles (pages 965-1156} 
in the Dictionary of Occupational Titles (DOT) and look up each 
occupational title* Then on a 3 x 5 card list the DOT title and 
nine-digit DOT code number and major title related to that occupa- 
tion* 

NOTE: If the occupational title you are looking for does not appear 
in the DOT, that means it is not a DOT title* To identify the DOT 
title, follow these steps: 

(1) Turn to the front of the DOT, page xxxvi, to a listing of the 
occupational groups arranged by the three-digit OGA number* 

(2) Scan the categories and divisions to determine what occupa- 
tional group pertains to the title you are looking for* 

(3) Using the first three OGA digits, turn to that section in the 
DOT, and scan the descriptions for the various occupations* 
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(4) Most of the time you will find the DOT Main Title and descrip- 
tion where the material' fits* 

c. After you have entered all occupational titles and nine-digit DOT 
codes on 3 X 5 cards^ use the Guide for Occupational Exploration 
(gob) and find the WTG code. 

d. Turn to page 336 in the GOE. This is an alphabetical listing of 
occupational titles. Use the DOT title on the card and look it up 
to find the WTG number. This number is a six-digit number that 
appears at the end of the nine-digit DOT number. Record only the 
first four digits of the six-digit code. This is the Worker Trait 
Group number. Enter the four digits on the card. 

NOTE: If you have an occupational title you cannot locate in the 
GOE, scan the various indexes in the Worker Trait Group Index to 
Occupational Information . Sometimes, the title might be there 
along with the appropriate nine-digit DOT code and a four-digit 
Worker Trait Group number. 

e. When you have prepared cards for all occupations, put them in 
alphabetical order by field of study or major. List the majors 
and titles on the side of the chart. 



3; Next, organize the cards by WTG numbers. Record a check mark, x, or 
dot in the cell of the chart where a relationship occurs between a 
major and a WTG. 

NOTE: If your school offers 30 or more majors, you may want to 
consider making a chart for each department or division; or each type 
of degree or level of program. 
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Worker Trait Groups Related to Associate 
and Baccalaureate Programs 



01.01 Literary Arts 

01.02 Visual Arts 

01.03 Performing Arts: Drama 

01.04 Performing Arts: Music 

01.05 Performing Arts: Dance 

01.06 Technical Arts 
01.08 Modeling 

02.01 Physical Sciences 

02.02 Life Sciences 

02.03 Medical Sciences 

02.04 Laboratory Technology 

03.01 Managerial Work: Nature 

03.02 General Supervision: Nature 

04.01 Safety and Lav Enforcement 

04.02 Security Services 

03.01 Engineering 

05.02 Managerial Work: Mechanical 

05.03 Engineering Technology 

05.04 Air and Water Vehicle Operation 

05.05 Craft Technology 

05.06 Systems Operation 

05.07 Quality Control 

05.10 Skilled Hand and Machine Work 
06.01 Production Technology 



06.02 Production Work 

07.01 Administrative Detail 

07.02 Mathematical Detail 

07.05 Information Processing: Records 

07.06 Clerical Machine Operation 
08.01 Sales Technology 

09.01 Hospitality Services 

09.02 Barbering and Beauty Services 

10.01 Social Services 

10.02 Nursing and Therapy Services 

11.01 Mathematics and Statistics 

11.02 Educational and Library Services 

11.03 Social Research 

11.04 Law 

11.05 Business Administration 

11.06 Finance 

11.07 Services Administration 
H.08 Communications 

11.09 Promotion 

11.10 Regulations Enforcement 

11.11 Business Management 

11.12 Contracts and Claims 
12.01 Sports 
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INSTRUCTIONS FOR DEVELOPING A COLLEGE MAJOR-OCCUPATION INDEX 

FOR YOUR INSTITUTION 



Students will use the College Maior-Occupation Index to identify occupations 
related to college majors offered by your institution. This index should 
have two sections: (1) an alphabetical listing of occupations including 
the related college major and Worker Trait Group number, and (2) a listing 
of the majors including the related occupations organized by Worker Trait 
Group numbers. 

You can develop this index by following these procedures: 
Alphabetical Index 

1. Use the 3x5 cards prepared to develop the Field of Study-Worker Trait 
Group Chart . 

2. Arrange the cards in alphabetical order by occupational titles. 

3. Prepare the index by typing, into a four column format, the occupa- 
tional title. Worker Trait Group number(s), related majors, and page 
numbers where the majors and related occupations are listed. 

Index by Ma^or 

1. Use the same 3x5 cards and arrange them alphabetically by major title. 

2. Prepare the index by typing the major title as the heading. 

3. Then, list the Worker Trait Group(s), and under each Worker Trait Group 
title and number libt the related occupations along with their DOT 
number. Do this for each major. 
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STAFF TRAINING PACKAGE: ADMISSIONS OFFICE AND SUPPORT STAFF 

Introduction 

This manual gives specific uirections for administering a special 
training session to admissions personnel who work wil. . adult students in 
postsecondary institutions. The workshop described here can be delivered 
as an in-house training session to admissions staff in postsecondary schools 
that serve adult students to increase understanding and empathy for these 
students* 

This training is designed for all school personnel who work with adult 
student applicants: admissions staff supervisors, clerical workers, divi- 
sion and department secretaries, switchboard operators, etc. The primary 
focus is on improving the facilitating factors and moderating the effect of 
the impeding factors found in the study of adults going through the admis- 
sions process (see Appendix A for Influence of Factor Categories During 
Admissions Process). 

Ths focus of the workshop is on personal and interpersonal factors 
involved in working with adult student applicants. The major goal is to 
increase the feeling and understanding levels of admissions personnel as 
they relate to adult students. 

Purpose and Objectives of Workshop 

The ©ajor purpose of the training is to enhance the affective level of 

admissions personnel — increase their empathy, understanding, and motivation 

for helping and encouraging adult students. Specific objectives are to: 

1. Bring about a greater awareness of the adult student's 
perspectives, problems, and feelings. 



2. 



Build greater understanding of the communication process 
and how one's attitudes and basic assumptions influence 
personal communication • 



3. Increase the feeling level of participants — their ability 
to balance their cognitive, reasoning faculties with their 
intuitive and feeling natures. 

4, Build understanding of how language, both verbal and non- 
verbal, can form bridges or barriers. 

5^. Help lessen the ongoing stress and tension of admissions 
personnel, especially at rush times such as registration. 

6. Help build attitudes and feelings of wholeness and harmony 
in regard to self and oKihers* 

7. Give participants an understanding of the results and 
implications of the research project. 

8. Allow for participant input to create more positive and 
effective work attitudes that facilitate adult students • 
entry into schools. 



Selection of Workshop Leader 



In order to establish an objective and impartial atmosphere, it is 

recommended that a consultant be hired to conduct this training session. 

The consultant should be a student-oriented teacher or counselor that: 

9 Is generally neutral with respect to the operations of 
secretarial and clerical staff working with the admis- 
sions process, but knowledgeable about these processes 
and in particular the experiences adults have during 
admissions. 

• Has a general understanding of educational research in 
order to report the LLP findings. 

• Has good group leadership okills to able to help 
participants focus on adult concerns, share their own 
perceptions and feelings for those concerns, and develop 
new insights and appropriate responses. 
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Workshop Assumption 

The basic assumption on which this workshop is based is on the belief 
staff members are competent to perform their educational responsibilities 
and possess sufficient insight into life problems of adults to be able to 
help adults accomplish the goal of Educational Development Task #1, Adults 
Haking the Commitment to Return to School. A good facilitator or group 
leader will help participants draw on their own knowledge and experience in 
helping adults develop such commitment. 

It is important for the leader to have a basic attitude of trust in 
each participant's worth as an individual and each one's contribution to 
the workshop. The leader should function as a facilitator, not create the 
impression of being one who knows all the answers. Each participant needs 
to be regarded as one who is responsible, has a vital role in helping 
adults, and can add valuable input to the group's activities. Each should 
be encouraged to contribute and engage in the workshop exercises through 
listening and sharing. Although parts of the workshop necessitate lecture 
and giving information, group feedback and discussion should be encouraged 
whenever possible. 

While receiving ideas from others, participants can be actively 
involved in what is happening and provide their own input. The goal of the 
leader is to introduce and cover the workshop concepts in an enjoyable, 
interesting, and creative manner and each participant should be encouraged 
to enter into the exercises and feel a necessary part of the whole group. 
The leader needs to draw out each member's contributions through discussion 
and sharing. Each person's input makes up the total energy (synergy) of the 
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group. This buildup of group energy is what facilitates the goals of the 
workshop to be achieved: when all come together to share and grow toward a 
common goal* the desired results are gained* 

The intent of this workshop is to help individuals create more balance 
between their cognitive and affective aspects of their personality. 

Instructions for Workshop Planning 

Total Hours of Workshop : Six. 

Size of Workshop Group 

A. The ideal sire of a group of this type is from 10 to 12 people. If 
more than 15 are present, it may be necessary to divide into two sub- 
groups for some of the sharing exercises. Otherwise, adequate time 
will not be available to cover all activities. 

Facilities and Materials Needed 

A. The training should be held in a comfortable room where participants 
can share informally and be guided through specific exercises without 
interfering outside noise. 

B. Chairs should be arranged in a circle so members can communicate 
easily and have eye-to-eye contact with each other. 

C. Teaching supplies and materials needed: 

1. Name tags (if participants work at different sites). 

2. Chalk. 

3. Chalkboard or -lip chart for illustrations. 

4. Newsprint or large paper for making lists. 

5. Masking tape. 

6. Magic markers for subgroups (one per group'. 

7. Cassette tape player. 

2iG 
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8. Cassette tape: Pachobel's Canon in D (RCA). Several arrangements 
are available. The slower-ipoving RCA version is recommended for 
this workshop. Since this tape ptrovides the kind of music back- 
ground needed for some of the guided meditation exercises, the 
trainer needs to copy three consecutive playings of Pachobel's Canon 
injtt on another blank tape. The music needs to be played quietly 
over and over as the trainer narrates or leads members through some 
of the guided meditation exercises. 

9. Handouts (see Appendix A for photoready copies). For each of the 
handouts, select a different color if possible and record the color 
used for each handout in the appropriate sections of this training 
package. They include: 

a. Handout #1 - Workshop Agenda (color: )• 

b. Handout #2 - Influence of Factor Categories During Admissions 
Process (color: ). 

c. Handout #3 - Admissions Model (color: ). 

d. Handout #4 - Listing of Critical Factors Affecting Adults in 
Making a Commitment to Return to School Organized by the Five 
Steps of the Admissions Process Model (color: ). 

e. Handout #5 - Evaluation Form (color: ). 



Preparation for Workshop Leader 

A. Review this training package in detail to understand the content and 
nature of the training package. 

B. Review the related Staff Training Package on Research Findings to 
understand the research process, findings, and InceiTventions as back- 
ground for delivering this training package. 

C. Order the cassette tape, Pachobel's Canon in D . required for the guided 
meditation exerci^^s and copy three consecutive playings on another 
blank tape. 

D. Prepare sufficient copies of the handouts in Appendix A for distribution 
to participants during the workshop. 

Suggested Agenda for Workshop (based on one day — six hours) 

I. Introduction of Training Session 

Time required: Iventy minutes. 
Suggested time: 8:30 - 8:50 a.m. 
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II. Your Own Process of Change and Growth 

Time required: One hour. 
Suggested time: 8:50 - 9:50 a.m. 
Break: 9:50 - 10:00 a.m. 

Ill, Assumptions and Perceptions: The Communication Process 

Time required: One hour. 
Suggested time: 10:00 - 11:00 a.m. 
Lunch Break: 11:00 - 12:15 p.m. 

IV. Guided Imagery Exercises 

Time required: Thirty minutes. 
Suggested time: 12:15 - 12:45 p.m. 

V. What are the Needs, Concerns, and Feelings of Adults Entering School 
for the First Time? 

Time required: One hour. 
Suggested time: 12:45 - 1:45 p.m. 

VI. Review of the Findings for Educational Development Task #1 

Time required: One hour. 
Suggested time: 1:45 - 2:45 p.m. 

VII. What is Staff's Role in Facilitating the Admissions Process for 
Adult Students? 

Time required: Thirty minutes. 

Suggested time: 2:45 - 3:15 p.m. 

VIII. Conclusion of Workshop 

Time required: Ten minutes. 
Suggested time: 3:15 - 3:25 p.m. 

IX. Evaluation of Workshop 

Time required: Twenty minutes. 
Suggested time: 3:25 - 3:45 p.m. 



Workshop Activities - Instructions for Leader 



I. INTRODUCTION OF TRAINING SESSION 
A. Time required: Twenty minutes. 
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B. Methods: 

!• Self introductions* 

2« Informal presentation of workshop. 

3« Discussion. 

C. Objectives: 

1. To introduce the major purposes of the workshop * 

2. To create a positive atmosphere of warmth and relaxed expec** 
tation. 

3. To allow leader and group members to be introduced to each 
other if they work at different sites. 

4. To allow for mutual agreement on group rules to govern 
workshop activities. 

D. Materials needed: 

1. Name tags (if participants work at different sites). 

2. Handout #1 (color: Workshop Agenda (Appendix A). 

3. Handout #2 (color: ), Influence of Factor Cate- 
gories During Admissions Process (Appendix A). 

E. Specific preparation: 

1. Review agenda for program overview. 

2. Study objective C relative to content of workshop activity 1. 

3. Review and organize your thinking concerning the explanation 
of Handout #2. 

4. Prepare a list of participants, particularly if outsiders 
are expected to attend, for introduction and documentation 
purposes. 

F. Steps for conducting introduction: 

1. Introduce yourself and distribute Handout #1 (color: ), 

Workshop Agenda, and give a brief overview of the workshop. 
Keep the tone warm and friendly. 
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2. Explain that the purposes of the workshop are: 

a. To gain a better understanding of adults going through 
the process of making a commitment to return to school* 

b* To understand, on the basis of the research project, 
some of the factors that both facilitate and impede 
adults entering school. 

c* To understand what can be done to* enhance adults' 
entrance to school. 

d. To learn to facilitate the best possible climate for 
smoothing the process of adults entering school. 

e. To focus on the personal and interpersonal aspects of 
this admissions process as it relates to staff and 
adult students. 

f. To increase personal understanding, empathy, and feeling 
levels (in regard to self and others). 

g. To learn ways to keep more balanced, centered, and free 
of damaging stress. 

3. Ask members to introduce themselves and state one thing they 
would like to get out of the day's session. (Name tags may 
be given to people as they enter the room.)* Ask them to 
state what his/her job consists of. 

4. Suggest that participants set a few rules to be followed 
during the process of the workshop, such as: 

a. Giving each other a chance to talk. 

b. Listening to one person at a time with full attention. 

c. Participating in the group activities. 

d. Accepting each other nonjudgementally. 

e. Being willing to be honest with oneself and others — 
not keeping up a "false front." 

5. Distribute Handout #2 (color; ), Influence of 

Factor Categories During Admissions Process. Explain the 
chart, point out the major categories of facilitating and 
impeding factors. Use this explanation to lead into the 
content of the workshop. 



*This is necessary only if members work at different sites. 
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YOUR OWN PROCESS OF CHANGE AND GROWTH 

A. Time required: One hour* 

B. Methods: 

!• Informal lecture and discussion. 
2. Group sharing of exercise. 

C. Objectives: 

1. To build group rapport and understanding* 

2. To increase participants' ability to listen with empathy — 
to put themselves in another person's shoes » feel with that 
person. 

3. To increase awareness that lifelong learning is a real 
process in almost everyone's life. 

4. To increase awareness that personal growth may result from 
a variety of causes, people, and events. 

5. To build an understanding that human nature — the human 
condition — shares many common denominators. 

D. Hal:erials needed: 

1. Chalk. 

2. Chalkboard. 

E. Specific preparation: 

1. Review F 1 and be prepared to elaborate on concepts and start 
discussion. 

2. Review F 2 and be prepared to relate your experiences first* 

F. Steps for conducting lecture and activities: 
1 . Lecture : 

a. Lifelong learning is a fact, a reality. We are all in a 
process of change and growth: we are "in process," in 
transition. To stop growing is to vegetate and die. 
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b# Nothing is static and unchanging. Lifelong learning 

takes place whether we label it as that or not. Life is 
all about helping each other to change and grow. We 
affirm or deny each other through our communication. All 
interpersonal communication is affirming (+) or denying 
(-). (Draw these signs on chalkboard to emphasize.) 
We do this constantly through both verbal and nonverbal 
communication (facial expressions, body language, etc.). 

c. We all want to feel our worth as individuals. Adults 
coming to school for the first time are usually sensitive, 
shaky, ar.d unsure about themselves. They may react to 
oiir slightest gesture or attitude, may take it as a 
discount of themselves, a "put-down," whether we intend 

it that way or not. 

d. We communicate nonverbally much more than verbally. Some 
experts say that over 95 percent of our communication is 
nonverbal. We express what we are — what we are thinking 
or feeling — whether we are aware of it or not. 

2. Directions for activity "Sharing Your Own Process of Change 
and Growth": 

a. Think about your own process of change and growth over 
the past five to ten years and answer the following 
questions (write these questions on the chalkboard). 
What is the difference between the way you saw yourself 
five to ten years ago and the way you see yourself now? 
Who or what helped make the difference?* 

b. Give participants a few minutes to think about their 
answer. Then ask each to share his/her answer for three 
or four minutes. Ask someone who has a watch to time 
the person talking and remind him/her when time is up. 

c. Ask the group to listen with emp'^thy, putting themselves 
in the other person's shoes and concentrating on what 
he/she is saying: Imagine what it would like to be. that 
person. Concentrate on what he/she is saying. 

d. As the leader, it is better for you to share first as a 
model. Try to be genuine and honest as you talk about 
yourself. Keep the sharing as positive as possible, yet 
acknowledge that sometimes negative or traumatic life 
experiences can bring about positive change. 



*Human Potential Seminar. Basic Guide Handbook s James McHolland, National 
Center for Human Potential Seminars and Services, Evanston, Illinois, 1976. 
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3. Directions for activity "Empathetic Recall": 

a. Ask participants to focus on one person in the group at 
a time, beginning with the leader and going around the 
circle. Ask them to recall anything the person said 
during the previous exercise* Ask for both verbal and 
nonverbal ways the person communicated: what he/she 
said, body language^ facial expressions, etc* 

b* Spend about two minutes on each person and have the 
group "throw out" their comments or what they remember 
about the person* Move around the circle quickly in 
the order in which individuals shared* Expected results 
participants feel listened to and affirmed by the group; 
the group realizes they have had similar feelings and 
experiences* Group rapport is strengthened* 

Short break: Ten minutes* 



III* ASSUMPTIONS AND PERCEPTIONS: THE COMMUNICATION PROCESS 
A* Time required: One hour* 
B* Methods: 

1* Informal discussion* 

2* Lecture* 
C? Objectives: 

1* To increase understanding of how our assumptions form the 
basis of our actions and coinaunications* 

2* To build understanding of how each person comes from a 
different level or kind of assumption/perception* 

3* To show how the communication process can be strengthened 
by realizing our different levels of assumption/perception* 

4* To show how language is based on our perceptions and condi- 
tioned belief systems or experiences* 

5* To understand that words, as symbols as "things," are never 
rigid or static — that all is relative, in a state of change, 

6* To draw a correlation between the above points and the 
staff's ability to communicate effectively with adult 
students* 
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D* Materials needed: 

1. Chalk. 

2. Chalkboard. 

3. Cassette tape player. 

4. Cassette tape: Pachobel's Canon in D . 

E. Specific preparation: 

1 ni... T7 1 O O /. A C -^^^^ ♦-^ 
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lecture and lead a discussion on assumptions and perception. 

F. Steps for conducting lecture and discussion:* 
1. Lecture: 

a. We coimnunicate and act through our assumptions — what we 
assume, believe, or take for granted about a situation 
or person. 

b. Ask: What are some of your basic assumptions? (That 
the earth is round? That the dawn will break each 
morning?) 



c. Draw on answers that will show that we behave and act 
each day according to what we take for granted will 
happen. 

d. When communicating with others, we may be coming from 
different assumptions. Assumptions are based on our 
belief system, our way of viewing "reality." 

(1) Each of us has different perceptions — different ways 
of viewing and experiencing things and situations. 

(2) Our past experiences — our conditioning — affect the 
way we perceive; what we believe. 

(3) We sometimes get "locked in" to a set or rigid way 
of viewing things (reality) because of our assump- 
tions. 



*If preferred, the leader may choose other approaches and examples for this 
section. 
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e. Write the following illustration on chalkboard: 

IX (Draw it as if you were writing a Roman numeral) 

f • Ask the question: Can you add an unbroken line that 
will turn this into a 6? (Group logically tries to add 
a line that would change it to a 6 in Roman numerals.) 
The solution is to add an S in front of the IX to spell 
SIX. 

g« Emphasize how we assumed this was a Roman numeral (after 
solution is found). This assumption blocked our creative 
solution of che problem. 

h. Sometimes we have to find ways to get around our assump- 
tions to solve problems. Otherwise, we get locked into 
the usual ways of viewing solutions. 

Directions for activity "Language and Assumptions": 

a. Through informal lecture and discuSi'^ion, make the 
following points. 

(1) Language is full of unconscious assumptions. We are 
limited by these assumptions in our communication. 
Words can act as a kind of barrier or prison — limit- 
ing the real meaning or "essence" of the meaning. 

(2) Modern semantics teaches that there is no one 
definition for anything. 

(a) The way we define something depends upon our 
point of view — our perceptions, assumptions. 

(b) Words are only symbols of things, ideas, 
circumstances, events, etc. 

(c) Modern physics (based on Einstein's theory of 
relativity) shows that nothing is static. 
Everything is constantly in a state of change 
and flux. 

(d) The meaning of a word is relative to your 
vantage point and to the thing being referred 
to. This forms a perceptual framework (frame 
of reference) . 

(e) Things never remain the same. Everything is 
in a state of movement, change; everything is 
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relative to everything else. Time and space 
are involved.* 

(f) Write on chalkboard: 

ex.: Apple^ Apple^ 

(Apple will change, ripen, rot, etc., over a 
period of time.) 

ex.: John Smith^ John Smith^ 

(Joim Siuibh at 5 a.m. when the alarm first 
goes off is not the same John Smith at 6 p.m. 
after a good evening meal.) 

(g) No two things are identical. No one thing is 
ever the same twice. Everything is in process. 
This is why words, the symbols of things, can 
never be exactly precise. 

(h) Ask: What is the meaning of "Cold?" "Hot?" 
This is relative to your experience. 

(i) Draw on chalkboard: 
Three pails of water: 




Directions: Imagine you set out three pails 
of water. Using a thermometer and hot and cold 
water, give them the above temperatures. Now 
imagine that you dip your right hand in Pail C 
and hold it a few moments. Then take it out 
and put it in Pail B. How would it feel? 

Cold? Put your left hand in Pail A and hold 
it a moment. Then transfer it to Pail B. How 
would the water in Pail B feel now? Hot? 
You see that coldness and hotness are reactions 
of your skin and body temperature. Coldness 
and hotness depend on where your hand has 
been — its relation to the water. 
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*Lecture and examples are taken from Power of Words . Stuart Chase, Harcourt, 
Brace, and Company, New York, 1953. 
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3, Directions for activity "Coininunicotion Problems": 

a. We have problems in communication when we assume that 
the person we're talking to has the same meaning or 
definition of a word that we do. (Example: An adult 
with whom you are talking about entering school may have 
different meanings attached to the word "nursing" than 
you. You may associate it with the requirements for a 
nursing degree. He/she may associate it with being a 
nurse, perhaps wearing a uniform, helping people, etc.). 

b. Write on the chalkboard the following words: 

blonde 
love 
honor 
ilwelf are 
truth 

college degree 

c. Ask participants to verbally share their first definition 
of each word, according to what first comes to mind. Ask 
them what mental images they first associated with a word. 
(The mental image is based on word associations and is 
what we usually act on.) 

d. Share and compare word meanings and images. Are they 
the same? Different? Point cat that your answers, 
definitions, and images are based on your past condi- 
tioning, experiences, perceptions. 

e. We need to understand each other's frame of reference 
in order to understand and communicate with each other. 

f. Each of us lives in our own subjective world — subject 
to our internal processes and experiences. 

4. Directions for activity "Relaxation Break": (optional) 

a. Play the tape, Pachobel's Canon in D , and ask members 
to stretch and bend their bodies with the music (neck 
and shoulders, arms, waist, etc.). This helps them 
"move out" tension and tiredness, helps increase the 
body's circulation and oxygen. 

IV. GUIDED IMAGERY EXERCISE 

A. Time required: Thirty minutes. 
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Methods: 



!• Guided relaxation/meditation using tape. 

2. Leader reads the narrative. 

3. Group discussion. 
Objectives: 

1. To further deepen awareness of one's feelings. 

2. To strengthen their ability to relax and let go, release 
stress and tension, and gain an inner calm. 

3. To demonstrate this exercise as a way to release stress on 
a daily basis. 

4. To help participants "tune into" a typical adult female who 
is wrestling with a decision to enter college. 

5. To increase staff's empathy, understanding, and feeling for 
adult students. 

6. To increase the fa':ulty of imaging, letting go to the "non- 
rational" and intuitive aspects of mind. 

Materials needed: 

1. Cassette tape player. 

2. Cassette tape: Pachobel's Canon in D . 
Specific preparation: 

1. Read and become familiar with the narrative for "A Few 
Moments in the Life of Ruth Jones." You may even want to / 
practice reading it aloud to get the desired effect. 

2. Be prepared to lead the group in sharing their feelings 
concerning the above. 

Steps for conducting exercise "A Few Moments in the Life of Ruth 
Jones": 

1. Ask participants to sit comfortably in chairs, take some deep 
breaths, and relax. Ask them to close their eyes. While you 
read the following, play a soft musical tape such as Pacho- 
bel's Canon in D as background. 
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2. Read: 

a. Nov take a few deep breaths and let them out slowly • 
Let go all tension. Let your body get relaxed. Let go. 
You have only to listen to the sound of my voice as I 
take you on an imaginary journey. 

b. You are Ruth Jones — d 38-year-old housewife/mother. Your 
children are ages 10, 12, and 15. Your husband is a coal 
miner who lost his job two years ago when the mine closed. 
He hasn't been «ble to find any OLiier work, and you worry 
about his unemployment running out ^ which will happen soon. 
Where will the money come from? What can you do? 

c. His method of coping is to withdraw into a bad mood and 
drink. He is drinking every night now, making it harder 
and harder on the kids, criticizing you and them. You've 
been struggling to keep the family going, struggling 
against fear and worry. Yet, you know you have to do 
something. 

d. For the past few months, you have had something pushing 
inside you to look for some kind of work, some kind of 
training for work, to look into getting more education. 
You know you could not get a job making enough money now — 
anything that would bring in enough to pay the necessary 
living expenses. You liave done nothing for the past 18 
years but raise children, take care of your husband and 
family, cook, and go to PTA and church meetings. What 
can you do on the job market? What kind of training 
could you get? As you think about this, you feel a 
familiar churning in your stomach, a tightening of 
breath, tension. What can you do, really? 

e. You did work a short while after graduating from high 
school, but that was only as a clerk in a small local 
grocery store. You barely finished your high school 
work — your grades weren't all that good. Could you learn 
to study again? For the past 15 years, you've hardly 
read anything but the newspaper and women's magazines. 
And math and English — you've forgotten it all. As you 
think of all of this, your mind spins and your legs feel 
weak. You'll have to do something. Somebody has to 
bring in some income. Yet, what are you good for on the 
job market? Samj your husband, has always laughed about 
how slow you are. "She''s a good cook," he'd tell his 
friends, "but don't give her any kind of directions. 
She'll foul them up for sure!" Over the years, you've 
come to accept what Sam thinks of you, until you really 
believe you're dense and stupid. You've been content to 
stay in the background and let your husband and children 
take front stage. 
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f. You know — underneath — that you really want to do something 
with yourself. The children will be growing up. What 
will you do with the rest of your life? One part of you 
wants to prove that you can do something besides cook and 
keep house. But what? As you sit at; the kitchen table 
drinking your morning coffee, you notice an ad in the 
newspaper giving the fall schedule of classes at the local 
communir-y college. Could you apply? Do you dare to? 
What would you take? You've forgotten all you ever 
learned in scuoul, and that was so long ago. What would 
Sam think? You know he won't like it: he's used to having 
you at home, and he wants his meals on time. The kids are 
used to your being there vhen they come home from school, 
used to a hot meal on the table every evening. You've 
always put their needs first* You're thinking now, look- 
ing at the classes listed to begin in September. "Well, 

I could call the college and ask. It wouldn't hurt. And 
I could drive down there and get Lome information." Your 
heart begins to beat faster as you think about it. What 
will you say? You don't even know enough about it to even 
ask. What will they think when you act so dumb? What if 
you fail to pass the courses you might sign up for? 
You're really too old to go to school. What if... 

g. Something inside of you is pushing you to pick up the 
^khoi:e and call the number listed on the newspaper ad, 
tke one to call for more information. Hesitantly you 
dial the number and ask the lady on the line what you 
need to do to get more information. She tells you that 
you need to come in now if ycu're going to register for 
falX classes. 

hi You hang up the phone and feel kind of numb. "I'm going to 
do f.t," you tell yourself. "Now — before I change my mind." 

i. You are driving down the highway toward the community 
college, turning into the entrance, driving up the main 
building where the lady told you to go. As you get out 
of the car and start into the building, your heart is 
pounding. You want to turn around and run back to the 
car, back home into ^.le safety of your kitchen. Yet, 
something won't let you. Something is pushing you on. 

j. You are walking down the long hall of the building. You 
feel confused, stupid. You can't even remember the 
directions she gave you about finding the Admissions 
Office. You get up your courage to ask somebody-r-one 
of the young students, you guess. He points the way, 
and you head down the hall in that direction. All of a 
sudden you see the sign — Admissions Office. You open 
the door and vnlk in. For better or worse, you are here. 
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3* Directions for processing guided meditation: 

a* As you end the story, ask the group to open their eyes 
and "come back" again. Ask them to share their feelings 
as they were guided through the me litation. 

b. Ask: As Ruth Jones, what did you feel? What did you 
think about yourself . ahont ^pt^rins school? Is this 
typical of some of the adult students you see? 



WHAT ARE THE NEEDS, CONCERNS, AND FEELINGS OF ADULTS ENTERING SCHOOL 
FOR THE FIRST TIKE? 

A. Time required: One hour. 

B. Methods: 

1* Brainstorming in small groups. 

2. Listing results on newsprint. 

3. Sharing in small groups. 

C. Objectives: 

1* To further emphasize in concrete terms the needs, concerns, 
and feelings of adult applicants. 

2. To allow for staff members' input and discussion. 

3. To allow for staff to examine their assumptions in regard 
to adult students. 

D. Materials needed: 

1. Newsprint or large paper. 

2. Magic markers (one per group). 

3. Masking tape. 

E. Specific preparation: 

1. Become familiar with the process recommended for this activity 
to ensure the objectives are reached. 

2. Be prepared to circulate among small groups and offer help if 
needed. Encouirnge brainstorming and sharing of ideas. 
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F. Steps for conducting small group activity: 

1. Divide the group into small groups of two or three people. 

2. Distribute newsprint or large paper for listing, magic 
markers, and tape for each subgroup. 

3. Ask groups to think about and brainstorm the answer for 
completion of the following sentence: 

Adults who come to school for the first time are • 



4. Have subgroups list their sentence completions on newsprint, 
one person volunteering to list as the others call out 
responses. 

5* After listings have been made, ask groups to pick out one 
statement and make a list of the assumptions behind this 
statement. 

ex.: Adults who come to school for the first time are unsure 
of themselves. 

Assumptions behind statement: 

a. Adults haven't been in school for a long time. 

b. They don't know what to expect. 

c. Etc. 

6. Repeat the same process (steps 3-5) for the following 
sentence: 

Adults who come to school for the first time need • 



7. / :ter brainstorming and listing for the second statement, 
ask subgroups to come back into one group again. Ask each 
small group representative to share with the main group 
what they have listed for both statements and what the 
assumptions are for each major statement selected. 



REVIEW OF THE FINDINGS FOR EDUCATIONAL DEVELOPMENT TASK #1 

A. Time required: One hour. 

B. Methods: 

1. Lecture. 

2. Discussion. 




255 



C. Objective: 

1. To help group understand Educational Development Task #1 and 
the findings presented in the morning workshop and acquire 
a working knowledge of the adult educational development 
process defined by the AEL research. 

Materials needed: 

1. Handout #3 (color: ), Admissions Model (Appendix A), 

2. Handout H (color: Listing of Critical Factors 

Affecting Adults in Making a Commitment to Return to School 
Organized by the Five Steps in the Admissions Process Model 
(Appendix A). 

E. Specific preparation: 

1. Review F 1 and 2 in order to explain framework for LLP 
research* 

2. Review Handout #3 in order to explain its structure. 

3. Review Handout #4 in order to discuss the critical facilita- 
ting and impeding factors. 

F. Steps for conducting lecture: 

!• The adult educational development process is the framework 
for understanding how adult learners progress from their 
first thought about participating in vocational-technical 
training to entry into employment or advancement in their 
career field. This educational development process is 
defined in terms of five developmental tasks: 



a. 


Task #1: 


Making a commitment to return to school. 


b. 


Task #2: 


Managing learning. 


c. 


Task #3: 


Developing occupational competence. 


d. 


Task #4: 


Planning for employment. 


e. 


Task #5: 


Becoming employed. 



2. Task #1 involves the study of adults as they formulate a 
commitment to return to school. This task begins with the 
initial consideration of returning to school, continues 
throughout the admissions process, and concludes with being 
accepted and starting classes*^ The two basic questions that 
guided the research and development for task #1 are: 



a* What factors facilitate and what factors impede adults 
in making a coimnitment to return to school? 



b. What intervention(s) can be developed and used to enhance 
those factors that facilitate and to moderate the influence 
of those factors that impede adults in making a commitment 
to return to school? 

Research on the first question involved identifying critical 
factors affecting adults in making the commitment to return 
to school. This research involved a study of adults at two 
community colleges and focused on the study of adults who 
completed and those who did not complete the admissions 
process. The sample was selected from the total population 
of adults that met the following criteria: 

a. Twenty years of age or older. 

b. Interrupted educational experience. 

c. No prior poslsecondary. 

d. Enrolled in at least two courses for five credit hours. 

Research efforts have resulted in identification of the 
critical factors that affect adults making the commitment to 
return to school and the development of a model of the admis- 
sions process. The purpose of this activity will be to look 
at each of these sets of findings. 

Distribute Handout #3 (color: ), Admissions Model. 

Then introduce the general structure, i.e., five stages, 
institutional procedures, and individual procedures. Steps 
2 and 3 generally involve counselors while step 4 and to some 
degree step 5 involve academic advisors. 

Distribute Handout #4 (color: ), Listing of the 

Critical Factors Affecting Adults in Making a Commitment to 
Return to School Organized by the Five Steps in the Admissions 
Process Model. Point out that: 

a. There are five pages, one for each step of the admissions 
process . 

b. There are two columns on each page, one for facilitating 
factors and the other impeding factors. 

c. These factors either help or hinder the cultivation of 
commitment . 

d. The factors are grouped into categories established by 
the project advisory groups. 




257 



€• Each factor is numbered, designating the importance given 
it by committees at each research site that were composed 
of administrators, counselors^ faculty, adctissions office 
staff, and adults » 

5. Have participants form small groups again and consider the 
following question: How do adults think and feel during the 
admissions process? Have each group write their ideas on a 
large sheet(s) of newsprint. Instruct participants to try 
to get into the mind of the typical adult in terms of their 
thoughts and feelings about returning to school. Ask them 
not to deal with what can be done to help adults at this time. 
The goal of this exercise is to understand how adults think 
and feel. 

6. Form a large group again and have the newsprint sheets pasted 
on the wall in a different location than the first set of 
reports. Then have someone from each group report on their 
group discussion and findings. Keep track of the individual 
reports in terms of which group could actually get into and 
understand the experience of adults and those who were more 
inclined to deal with the problem in terms of what to do 
about it. This can be done by using the term descriptive to 
denote information on how adults think and feel, and pre- 
scriptive for information on what can be done about a problem. 

7. Ask for someone in the group to summarize what the group has 
said about how adults think and feel during the admissions. 
Ask for another person to comment on how well the group was 
able to internalize adult concerns as opposed to externalizing 
tbe problems in being prescriptive. 



VII. WHAT IS STAFF'S ROLE IN FACILITATING THE ADMISSIONS PROCESS FOR ADULT 
STUDENTS? 

A. Time required: Thirty minutes. 

B. Methods: 

1. Informal discussion. 

2 . Brainstorming . 

3. Sharing. 

C. Objectives: 

1. To encourage admissions staff to think about their individual 
job duties, responsibilities, and roles as they relate to 
easing the way for adults to enter sirhool. 
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2. To provide a supportive, informal atmosphere that allows 
staff members to talk out and discuss their job functions, 
their feelings and ideas of the factors that facilitate or 
impede their work in helping adult students, 

D« Materials needed: 

1« Newsprint. 

2. Magic markers. 

E. Specific preparation: 

1. Study objectives relative to this activity. 

2. Review F 1, 2, and 3 to prepare yourself for leading a brain- 
storming session with participants. 

F, Steps for conducting activity: 

1. Comment on the following and ask: Now that we have examined 
the feelings and problems of adult students, hov do you see 
your role in all of this? (Process of admittin adults to 
school.) 

2. Ask: What is your job? How do you see it? Try to encourage 
the following answers: My role is to accept, encourage, 
inform adult students. 

3. Ask: Can you give the necessary encouragement and help to 
adult students and still get your paperwork done efficiently 
and effectively? 

4. Brainstorm the answers. Ask one participant to list on 
newsprint the suggestions and comments of the group, accord- 
ing to the following headings: 

a. How I see my job. 

b. Problems involved with doing my job well. 

c. Solutions to these problems. 

5. Time will not allow for an in-depth discussion of problems 
involved in the admissions process or office. Point out that 
although this workshop focuses on the human elements involved 
in adults entering school, the group may list their ideas and 
solutions to making the process work better. A possible next 
step to improving the process could be to keep the list and 
discuss it with administrators in charge. 
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VIII. CONCLUSION OF WORKSKOP 

A. Time required: Ten minutes. 

B. Methods: 

1. SumiLary by leader. 

2. Relaxation exercise. 

C. Objectives: 

1. To give a sense of closure to the day's activities. 

2. To end on a positive note. 

3. To provide a way for the group co release any negative 
feelings that may have resulted from previous discussion. 

D« Materials needed: 

1. Cassette tape player. 

2. Cassette tape: Pachobel's Canon in D . 
E. Specific preparation: 

1. Practice 2b to obtain a soothing voice tone. 
Steps for concluding workshop: 

1. Summarize or re-cap the major events, concepts, what has 
been learned, etc., during the day. 

2. End with a positive note. If the group has gotten into 
negative areas during the final discussion, bring them back 
into a positive state before they leave by trhe following 
exercise. 

a. Ask members to close their eyes and relax, taking some 
deep breaths and letting them out slowly. 

b. Put Pachobel's Canon in D on and play if softly while 
you say the following: 

(1) Nowj as you breath in, let yourself b-^come relaxed. 
Let go all tension. 

(2) Pause a few moments while the music plays softly. 
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(3) Now as you let all tension drain from your body, 
just imagine you are also letting go all negative 
thoughts and feelings — all concerns and problems, 

(4) Now just imagine that you are surrounded by a bubble 
of color. It is a beautiful violet color — like 
spring violets. As you breath in, imagine that you 
are breathing in this violet color or light. It is 
filling your lungs, going all over your body, into 
your mind. It is sweeping out any negative thoughts 
or feelings. It is washing you clean, leaving you 
balanced and whole. Let yourself be washed clean 

by this violet light as you listen to the music... 

(5) Let the music play for a few moments. 

(6) Now open your eyes and prepare to come back. You 
are rested and relaxed, revitalized, energized. 

(7) As we prepare to leave the workshop, we take this 
positive feeling with us. 



IX. EVALUATION OF WORKSHOP 

A. Time required: Twenty minutes. 

B. Methods: 

1. Ube of Evaluation Forms. 

2. Brief explanation of the rationale of the evaluation. 

C. Objectives: 

1. To provide a method for participants to evaluate the session 
in a substantive way. 

2. To collect data on what participants feel are the basic 
issues to be addressed in making appropr7.ate changes at 
their respective institutions. 

D. Materials needed: 

1. Handout #5 (color: ), Evaluation Form (Appendix A). 

E. Specific preparation: 

1. Study Evaluation Form and be prepared to answer questions if 
asked by individuals while completing forme 
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F. Steps for conducting evaluation: 

!• Distribute Handout #5 (color: ), Evaluation Form, 

and ask participants to fill out both sides. 

2. Explain the purpose and rationale of the evaluation. 

3. Allow adequate time for participants to fill out the forms. 
Have someone stand at each exit to collect an Evaluation 
Form from each person as he/she leaves. 
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Appendix A: 



Workshop Handouts 



Colors Selected 



1: Workshop Agenda 

2: Influence of Factor Categories During Admissions 
Process 

3x Admissions Model 

4: Listing of Critical Factors Affecting Adults Making 
a Commitment to Return to School Organized by the 
Five Steps of the Admissions Process Model 

5« Evaluation Form 
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HANDOUT #1 




SCHOOL 
LEADER 
DATE 
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WORKSHOP AGENDA 



II. 



III. 



IV c 




VI. 



VII. 



VIII. 



IX. 



Introduction of Training SessioL 

Time required: Twenty minutes. 
Sug'iested time; 8:30 - 8:50 a.m. 

Your Own Process of Change and Growth 

Time required: One hour. 
Suggested time: 8:50 - 9:50 a.m. 
Break: 9:50 - 10:00 a.m. 

Assumptions and Perceptions: The Communication Process 

Time required: One hour. 
Suggested time: 10:00 - 11:00 a.m. 
Lunch Break: 11:00 - 12:15 p.m. 

Guided Imagery Exercises 

Time required: Thirty minutes. 
Suggested time: 12:13 - 12:45 p.m. 

W!\at are the Needs, Concerns, and Feelings of Adults Entering School 
for the First Time? 

Time required: One hour. 
Sus^ested time: I2t45 - 1:45 p.m. 

Review of the Findings for EducaS:ional Development Task #1 

Time required: One hour. 
Suggested time: 1:45 - 2:45 p-m. 

What is Staff's Role in Facilitating the Admissions Process for 
Adult Students? 

Time required: Thirty minutes. 
Suggested time: 2:45 - 3:15 p.r 

Conclusion of Workshop 

Time required: Ten minutes. 
Suggested time: 3:15 - 3:25 p.m. 

Evaluation of Workshop 

Time renuired: Twenty minutes. 
Suggested time: 3:25 - 3:45 p.m. 
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Influence* of Factor Categories During Admissions Process 
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Steps ii Admissions Pro^^ess 



*Type of Influence: 

Facilitating Impeding 



Direct " 
Moderate " 
Slight - 
None ■ 



XXXX 
xxxx 



0000 

0000 




Bi^loyMent Motivation 












Employment Improvement 


XXXXX 




XXXXX 












Financial Assistance, Isproveaent, or 
Difficulties 












Financially Able or Hav^ Help 
Financial Difficulties 


xxxxx 




XXXXX 
00000 




xxxxx 

00000 






Institutional Information and Services 












Receiving Information/Services 
Lack of Information/Services 


XXXXX 


xxxxx 
00000 


XXXXX 
00000 


xxxxx 
00000 


xxxxx 
00000 


Institutional Characteristics and Processes 












Institutional Characteristics 
Institutional Processes 




xxxxx 

00000 


xxxxx 

00000 


00000 


00000 


Personal Motivators and Apprehensions 












Encouragement from Others 
Personal Competence and Better Future 
Apprehension About Self and Learning 
Ability 


xxxxx 

XXXXX 
00000 


00000 


XXXXX 
00000 


ooooc 


ooooc 


Personal Skills - Tiae Management and 
Handling Multiple Responsibilities 












Responsibilities 
Time Available 


00000 








00000 

ooooc 

















ERJC 



242 



AEL LIFELONG LEARNING PI 



ADMISSIONS MODEL 



ADMISSIONS PROCESS 



STEP I 

INSTITUTIONAL PROCEDURES 



STEP 2 



STEP 3 



STEP 4 



STEP 5 



Recrultacnt Proceii ' 



Contacting Proipcctlve 
Adult Studenti 



Contacting and Attracn* 

Ing Adultit 

(Through Studenti, 
Former Studenti, 
Staff, Media, etc.) 



INDIVIDUAL PROCEDURES 



Informing Proipectlve 
Adult Studenti 



Providing Information 

Providing Application 
Materlali 

Reipondlng to Queitioni 
Interviewing 



— ► Induction Process — 

Evaluating Prospective 
Adult Students 



Receiving Application 

InforsMtlont 
Application Form, 
Transcripts, Medical 
Information, Test 
Results, Interview 
Data 

Counseling 

Receiving Requests for 
Financial Aid 



Admitting Adult Stu- 



dents 



Selecting 
Assigning Advisor 
Advising 
Orienting 



Registering Adult Stu- 
dents 



Starting Records 

Preparing class Rosters 

Receiving Funds 

Assigning Resources, 
Staff, Room 



MATRICUUTION PROCESS 



Monitoring Student Pro- 



gress 
Advising 

Reporting on Exceptions 

Counseling 

Tutoring 



Commitment Process 



Responding to Initial 



Information About 



Learning Opportunities 



Receiving Information 
on School and Programs 
Offered 

Responding by Making 
Written, Phone, or 
Personal Inquiry 

Assessing Relevance of 
General Information 

General Personal Fac- 
tors, Self Concept, 
Prior Learning Exper- 
ience, Interests, and 
Goals 

Personal and Family 
Circumstances 

Encouragement From 
Other FamUy, Friends, 
Students, Employer 

Referral by Education 
or Coanunity Agency 




Exploring Personal 
Relevance of Program 
Op tions 

Learning About Institu- 
tion and Programs! 
Location of School, 
Programs Offered, 
Admissions Staffs 
Counselors, Costs, 
FInanrUl Aid, Trans- 
portation Options 

Exploring Persoi:^I Rele- 
vance and General Impli- 
cations of Informations 
Personal Goals, Family, 
Work, Health, Personal 
Crisis, Other Interests 
and ResponslblllLles 

Clarifying Options Re- 
garding Program Gradua- 
tion Re<ii'.itv omenta 

Exploring Implications 
for Future: 

Personal Growth, Em- 
ployment, Career, In- 
come, Standard of Liv- 
ing, Social Involvement 
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Deciding to Apply for 



Program 



Understanding Program 
Requirements and Making 
Tentative Program 
Selection 

Setting Personal and 
Career Goals 

Providing Personal 
Information 

Seeking Information 

Seeking Counseling 

Understanding Institu- 
tional Information 

Planning Finances, S«:u- 
dent Loans, Financial 
Aids 



Finalizing Program 
Selection 



Receiving Academic 
Advising 

Understanding Learning 
Requirements 

DeveIopln<? a Schedule 

Setting Learning Expec- 
tations 

Setting Time Expecta- 
tions 

Planning Transportation 
Arranging Finances 



Completing Registration 



Implementing Decision 
to Return 

Completing Registation 
Process 

Getting Schedule 
Appro ''ed 

Paying Fees 

Organizing Family and 
Work Responsibility 

Organizing Self to 
Participate in class 

Organizing Self to 
Study 

Implementing Transpor- 
tation Plans 

Purchasing Learning 
Materials 



Subsequent Vocational 



Development Tasks 



VDT #2— #i"VDT #3— ♦'VDT #4 



ON 

so 
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HANDOUT #4 



LISTING OF CRITICAL FACTORS AFFECTING ADULTS ^Tl 
MAKING A COMMITMENT TO RETURN TO SCHOOL 
ORGANIZED 3Y THE FIVE STEPS 0? THE ADMISSIONS MODEL 



Xs.UltBtloMl lAltl«Cl*«ti CobCmcUc Prot^cdvt A4«lt tt«^t< 

- Contacting «nd Attracting Adulta (through atudcnta, for«tr atudcnta* 
ataff, w;dia, etc.) 

IMlvlitMl UltUtlv««i B««poodUf to IsltUl Xaforaatloo AW«t Uaraias 
O^rtvaltlts 

- Kccclving Infonution on School and Prograsa Offered 

- Keipondlng by Making Written, Phone, or Personal Inquiry 

- Aaaeaalng Relevance of General ZnforMticn 

- General Peraonal Factora, Self Co-^cepC, Prior Uarning £x{>eriencc, 
Zntereata and Goala 

- Ptraonal and Fasily Clrcumatancea 

- Encouragement fro* Other Fraily, Frienda, Studenta, Eapi''v 

- Keferi'al by Education or CoMunity Agency 



racllltatlKg Vac tore 

Financial aaaiatance and isproveaent 

24. itcoM financially independent 
67. Vtttran'a benefit* running out 
07. Receiving uneaployvent funda 

Inatitutlonal Inforvation, eervicea, and opportunitiea 

40. Newapaptr rcleaaca about achool and offcringa 
78. Vocational rehabilitation aervicea 

Encouraseacnt fro* othcra 

7. iHMdiate fanlly encouragencnt 

28. Fritnda attending or that attended ichool 

34. telativea attending or that attended achool 

SI. EncourageMnt from atudenta currently enrolled 

55. Encountera with current or prior atudenta 

56. Age of children 

Esployaent isprcveaent 

11. Deaire for better life 

12. Becoae employed 

14. Deaire for future Job aecurit^ 

17. Get a better Job 

19. Have a better future 

21. Currently laid off or unemployed 

25. Enccurageaent froa eaployer or vork a.«tea 
30. Increaie incoae 

33. Find aatiafying eaployaent 

38. Paat work experience getting nowhere 

41. Facilitate career change 
47. Enter a apeclfic occupation 

57. Contribute to faaily aupport 
S9. Current Job 

69. Deaire to be a profeaalonal 

82. Get off welfare 



Za|»e41as Factora 

Apprehenaion about aeU and learning ability 

2. Low self confidence. 

7. Vork achedule 

8. Self doubte 

15. Being out of achool ao long 
25. Age 

32. Having done poorly in high achool 

40. Afraid of havinf, forgotten ao mich 

44. Not being reidy to return to achool 
5S. Difficulty com.entrating 

74. Uxy 

Handling aultiple reaponaibilit^ea 

16. Caring for '^aally 

24. Hftving young children 

SZ. Nature of work reaponaibility 

64. Taking care of parent or aick children 

76. Having teenage children 

79. Having a child with learning disability 

85. Eecreationk^ intereala and activitiea 

Tiae aanageaent 

45. Streea f*.'/« work 

Not related to IS aoa'c critical factora 

54. Diatance of hoae to achool 

81. Low energy 

86. Phlebitia 
88. Back injury 

Gall bladder surfery 



r^raonal coapecence and better future 

15. Peraonal iaproveacnt 

16. Peraonal deteraination 
23. Dcairt to rucceed 

26. Own motivation 

29. Further education 

37. Zaprove aclf^iaagft 

44. Have aoaething acaningxul to 69 

45. Doing aoaething for aelf 
49. Get a degree 

64. The "right tiae" to return 

68. Knowing what a/he wanta out of life 

70. Being aore mature 

75. Poaitive attitude toward life 

83. Be able to do aoaething well 

89. Curloaity 

95. Set exaaple for children 



liot related to 16 soat critical factcrt 

VO. High achool counaeling aervicea 
O 91. '^ood coaprehcnaion 



1/^ 94. Coaaunity aental health counaeling aertvicea O /t tT 

jjj^lOO. Had aany of the couraca in liigh achool O 
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St«p #2 Adaifttloat Proectt 



Xastltntloiul Inltlttlvctt IttforsiBf Protvr^ctlve Adult Scadcnct 

- Providing Inforajtion 

* Providing Applicttion HttcritU 

* Responding to Questions 

* Interviewing 

Xadlvldtui iBitittivcti Ixplorlag P«rton«l IcUvtficc of Option* 

- Letrning Abov^t Institutions tn^i Progrras (Locttion of school, ProgTtms 
Offered. Admi^tiont Stiff* Countelort. Cottt« FintncitI Aid« Trtntpor- 
tttion Options) 

* Exploring pertonti Relevtnct tnd GenertI Implicttiont of Information 
(PertontI GotU, Fanily, Vork, Hetlth, PertontI Crisis, Other Interests 
•nd Responsibilities) 

* Cisrifying Options Regsrding Progras Grsdustion Requirements 

- Exploring Implicstions for Future (PersonsI Growth, Employment, Career, 
Income, Stsndsrd of Living, SocisI Involvement) 



FacilltAtlat Factors 

Financial s,>sistance and Improvement 
87. Receiving unemployment funds 

Institutions! information, services, and opportunities 

22. Admissions stsff 
61. College cstslog 

Institutions! characteristics 

$8. Size of school 

97. Attrsctiveness of building 

Employment improvement 
92. Psst trsinipg 

PersonsI competence snd better future 

65. Rebuild bssic skills 

73. The challenge 

76. Intellectual ability 

80. Succeaa in getting GED 

96. Ability to get along with people 

Mot rslstad to 16 most critics! fsctors 
86. Good study hsbits 



iBpcding Factor a 

Apprehension about aelf and learning ability 

2. Low self confidence 

3. Not knowing vhst to expect 
13. Doubt ability to do clssswork 

27. Afrsid to compete with younger students 

31. Afrsid of not being sccepted by younger students 

51. Being sbls to do homework 

63. Getting the brsin working sgsin 

Confusion/unfsmilisrity with institutions! process 

33. Unfamiliar with buiXdinga, room, ataff, and procedurea 
92. Initial greeting by faculty and ataff (L) 

Handling multiple responsibilities 
9. Spouse's opposition or Isck of SL''^;>ort 

Lack of information and aervicea 

41. Indifference of ataff 

62. Inaufficient aupply of college cataloga 

90. peraonal one to one contact 

Not related to 15 moat critical fectora 
35. Tr'>naportation 
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tttp #3 Umifim Prpcctt 



ZutitotioMl laitUtivtss lv«loatlat Protp*ctiv« Adult Student* 

* Keceiving Applicstion Infonution (Applicttion For«, Tranicripti, 
Mtdicil Inforaitioa, Tcit Reiulti, Interview Dete) 

- Couneelins 

* Receiving Requettt for Jrin^nci*^ «;*d 

WividMl UitiAtivees DecUiag va ipyly fmr Pn>erMi 

- Underetending Progrea Requircaente and Making Tentative Frograo 
Selection 

- Setting Peraonal and Career Goala 

* Providing Peraonal Inforsation 

* Seeking Inforaation 

* Seeking Counaeling 

- Underatanding Inatitutional Information 

- Planning Financea, Student Loana, Financial Aide 



yaeilitati«s Factora 

Financial aaaiatance find iaproveacnt 

1. Lover aid prograsa 

2. Lower education coata 

9. Financial aid counaeling aervicea 

36. Adequate peraonal or family financea 

50. Employer financial aaaiatance 

56. Family financial aupport 

81. Diaplaced homemaker program 

85. Having a loan 

Inatitutional information, aervicea, and opportunitiea 

3. School*a counaeling aervicea 

4. Programa offered 

13. Admiaaiona information 

18. Prograci information _ 

20. Information about achool and programa 

27. Knowledge about achool and programa 

32. Inatnictora 

39. Atmoaphere of achool 

42. Tranafer program to four year inatitution 

46. School* a reputation 

63. Tutoring aervicea 

66. Remedial/developmental couraea 

71. Accreditation 



Inatitutional characteriatica 



5. 
43. 



Location of achool 
Availability of tranaportation 



Employment improvement 

8. Improve Job knowledge or akilla 

10. Promotion or advancement 

52. Opportunitiea for career exploration 

53. Have aufficient income 

60. Intereat in apccial field of work 

72. Employmtnt experiencea in field of intereat 

77. Start own buaineaa 

84. Occupational knowledge 

Peraonal competence and better future 

54. Work on goal 

74. Opportunitiea for aocial involvement 
79. Intellectual atimulation 

Not relattd to 16 moat critical factora 

93. More freedom than in high achool 

98. Pretty women 

99. God*a will 

101. Had many of the couraea in high achool 



Impeding Factora 

Financial difficultiea 

1. Financea 
11. Limited peraonal/family income 
59. Becoming unemployed and loaing income 

Apprehension about aelf and learning ability 

18. Being undeciued about peraonal and program goala 

42. Getting back into the routine of achool 

47. Forgot how to atudy 

53. Feeling of having done poorly on adniaaiona teat 

57. Afraid of not bvting accepted into deaired pro^rrn 

66. Forcing aelf to learn again 

Confuaion/unfamiliarity with inatitutional proceaa 

3. Not knowing what to e:tpect 

5. No: knowing where to go for help 



Time management 

49. Time required to complete program on part-time baaia 

Lack of information and aervicea 

21. Lack of career plan 

29. Not having talked to anyone 

39. Having to take admiaaiona T'umlnationa 

90. Peraonal one to one con^. ct 9L) 
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Step M Admlttloot Proceii 



tattitutlooal iBltlativesi AdalttiM Adult Stodcnti 

* Selecting 

* Assigning Advisor 

* Advising 

* Orienting 

ladivitfual XaitUtlTtst PiulUlag Prograa Selection 

- Receiving Acadeaic Advising 

- Understanding Learning Kcquireaents 

- Developing a Schedule 

- Setting Learning Expectations 

- Setting Tiae Expectations 

- Planning Transportation 



Facilitatiax Factors 

Institutional inforaation» ser ':es» and opportunities 

6. Acadeaic advising 
62. Orientation progras 



Xapcdins Factors 

Apprehension about self and learning ability 

18. Being undecided about personal and prot.ras goals 

22. Fear of not being able to "keep up" 

3A. Anxiety over being capable of doinr the work 

57. Afraid of not being accepted into dr lired prograa 

67. Mot being able to directly enter nursing progras 

Confusion/unfasiliarity with institutional process 

3. Mot knowing what to expect 

5. Mot knowing where to go for help 

19. Access to information on programs 

33. Unfamiliar with buildings, room, staff, and procedures 

36. Access to school staff for information 

46. Program requirements different than expected 

64. Pessimism projected in nursing orientation 

92. Initial greeting by faculty and staff (L) 

Time management 

36. Being able to complete program in 2 years 

Lack of information and services 

23. Finding and meeting advisors 
30. Mot having counseling 

36. Insufficient time for counseling 
41. Indifference of staff 

50. Receiving conflicting information from advisors 

65. Inappropriateness of orientation programs 
90. Personal one to one contact (l) 

Mot related to 15 mo*t critical factors 

37. Kath skills 

56. English composition 

71. Having additional classes recoMended 

93. Typing skills 
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Seep #5 Idmiatioot PrM.eaa 
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lucicocioMl InitiAClTeat KegUccrisi*, Adult 7te«2onca 

- Scarcing Record* 

- Preparing Claas Roacers 

- Receiving Funda 

- Aaaigning Reaourceai Staffi Rooa 

ladividoal laicUclTest Coopletiag tegiatratioo 

- lapleaenclng Deciaion to Recurn 

- Covplecing Regiacration Proceas 

- Geccing a Schedule 

- Paying Feea 

- Organizing Easily and Work Reaponaibility 

- Organizing Self co Parcicipace in Claas 
" Organizing Self Co Scudy 

- lapleaencing TranaporCacion Plani 

- Purcbaaing Learning Kaceriala 



FACllicacUg Factora 

Inatitutiooal infor«ation> aervicea* and opporcunicies 

22. Adviaaiona ataff 

31. Inatruccor aaaiatance 

35. Regiatration proceaa 

48. Extra help fro* inatructors 



lapcdiBg Factors 

Financial difficulciea 

1. Finances 
U. Noc geccing financial aid 
28. Tiae required co aecure financial aid 

Apprehenaion abouc self and learning abilicy 

60. Scared during regiacracion 

68. Shock of going co achooH full cine 

70. "Ochera aeem Co know v^iac ia going on" 

73. Accicude and iaiacurir.y of younger acudenca 

Confuaion/unfa«iliaricy wich inacicucicaal proceaa 

3. Koc knowing vhac Co cxpecc 

5. Noc knowing whexe co go for help 

10. Becoaing confuaed during ragiacracion 

20. Ceccing che "run around" during regiacracion 

26. Regiacracion proceaa long and cosplicacod 

33. Unfamiliar wich buildinga> room, scaff, and procedure 

43. Acceaa co counaelora during regiacracion 

Handling sulciple reaponaibilicies 

4. ScheduUag claaaes around peraonal reaponalbif iciet 

6. Time Co do averyching 

7. Work achedule 
12. Family conflicc 

17. Finding/keeping a babyniccer 

46. Finding adequace acudy cime 

75. Doing houaework chorea 

83. Religioua incereaca and accivicies 

85. Recreacional incereaca and acciviciea 

Time managemenc 

6. Time Co do everyching 

7. Work achedule 

80. Finding a place Co aCudy 

Lack of informacion and aervicea 

5. Hoc knowing where Co go for help 

10. Becoming confuaed during regiLCracion 

36. Xnaufficienc cime for counaeling 

41. Indifference of acaff 

61. Diainceresc in prerequiaice couraea 

Hoc relaced Co 15 aoac cricical faccora by ac leaac 

35. Traneporcacion 

69. Parking ac achool #1 

82. Social incereaca and acciviciea 

87. Walk up and down hill aC achool #2 
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Division 
Department 
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INSTITUTION 

STAFF DEVELOPMENT WORKSHOP 
DATE 

Evaluation Form for Task #1 Intervention: 
Staff Training Package: Admissions Office and Support Staff 

1. What are your general reactions to the research findings on the study 
of adults during the admissions process? 



2. What specific problems do you feel need to be addressed by your office 
to improve work with adults? 



3. What additional specific changes do you feel would help solve these 
problems? 



-ov«r- 



ERIC 250 



278 



4« What policy questions or issues do you feel need to be addressed by 
your school in assisting adults returning to school? 



Issue #1: 



Issue #2: 



How do you feel these research findings affect your own role in 
working with adults? 



6 What additional information or training would you like to have with 
regard to your work and contact with adults during the admissions 
process? 



ERIC 
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